PHCC

Pretrial and Community Corrections
Case Management System

User Guide
Ver. 2.3.2

October 2002

Virginia Department of Criminal Justice Services



il

Virginia Department of Criminal Justice Services

PTCC Case Management System



PTCC User Guide

Table of Contents

Introduction xi
About the Pretrial and Community Corrections Case Management System User Guide................cccccoocvevvvcnnncene. xi
How 10 US@ this MARUQL .................coooiiiiiiiee ettt ettt ettt et et e e e nne e xi
SYIIDOLS ...ttt ettt ettt h e bRttt ae e ae b e ab e ts e te b e s b e ns e tbeeteeeaeeaeenreenes Xii
TXE COMVERLIONS ...ttt ettt ettt et ettt et et et ettt et he e nae e et et ettt e saeenaeeneenn Xii
Chapter 1: System Concepts 1-1
0 o O O =7 7 OSSPSR PS PSR 1-1
SCPEEI SAMPIES ...ttt ettt et et e et e s e e s tb e e st e e eas e e s abeesabeessbeensseessbeenssaessbaesaseesnseennseeins 1-2
DIA FTOIAS ...ttt ettt ettt 1-2
TrmS QIA DEfINILIONS ............ccooevieieieiieiie et et ettt ettt ettt ettt e e et e ete e ae e seesseesseenseesseebeenseesbeessesssesseesseensennnes 1-3
PTCC Case Management SYStem OVEFVIEW ............ccueeiuiereeeiiieeeieeeieeeeieesetesieeseteesteessteesseessseesseesseessseesseenns 1-3
Chapter 2: System Conventions 2-1
0 o L O O [ X OSSPSR 2-1
Underlined Field INAIES ...............ccoocuoiiiiiie ittt ettt ettt et ettt et neeenee e 2-2
Underlined and Italicized Field NAMES ................c.ccccoooiioiiiiioiiiiieieeeee ettt 2-2
STOFECULS ..ottt et ettt h ekt e et h e s ettt b e e bt ekt et e et e st ettt bt et st en et e nteeteene 2-3
AL A LOT .ottt bbbt et et h ekt b e bt e h et en e bbbt e h e eh e e st et ettt beeheent et et e 2-3
DAte FICLAS «.ouventitiiteeieette ettt a et e bt et h ettt st be ettt 2-3
DIOP-DIOWI LISES....ueiiiiiiiieiieit ettt et te sttt et et e este s st et e et e enseessesseesseenseenseensesneesseanseenseanseensenneenseas 2-4
K Y SIIOKES. ...ttt sttt ettt ettt et e e st e et e e bt e steeaeeeaee s st enseenseenseesse s eenseenseenseeaneenee st enseenseenseenteenaennean 2-4
Sorting Summary List BoOX Data........cc.oeouiiiiiiiieieee ettt sttt en 2-4
INGVIGALING THE SYSTEOIMN ...ttt ettt ettt et e e e et e e et e ae e et et eet e et e et e teenteaneeeneas 2-5
IMEEIU BT ..ttt ettt e b e e bt e bt e bt e bt e e bttt e ea e st eeat e st e et e e saaeeeates 2-5
SYSEEIM REMINACTS ...ttt ettt et et ettt ettt ettt enee e 2-6
INVALIA DIALA. ...tttk b ettt e s et e st et e e bt sheeb e eaeen s en e e s e bt eaeea e ent et e ebeeteebeeneenee e eneenes 2-6
IMISSING INFOTTATION ...ttt ettt b et s et et e et e e bt s et eaeeneeneeebeeaeebeeneeneeneaneenee 2-6
SAVE CRANEZES ....veevveieieiiieciieiieestt ettt e et e et este e teebeesbeesbesseesseesseessaesseesseassaassesssesseesseesseasseaseesseassesssesssesssansanssenns 2-6
UNAO CRANZES ....veevvieeiieiieetieciieie e eteste st esteesteebesstesteesseesseesseesseassasssesaessaesseassesssesssesssesseesseensenssenssenssesseessees 2-7
Valid PIACEIMENE ....c..eiiiiiiiiieieee ettt h bt ettt b e bt b et e ettt be e bt ent et e nee 2-7
Pending/Closed MOGIfICAtION. .......c.eeieiieiieieeie ettt ettt et e e te s aesseesseenseenaesseesseanseenseenseensesseenseas 2-7
Chapter 3: Common Operations 3-1
LOGGING M.ttt ettt e bt bt e et e et e e bt e nteeenbeeenteeenbeeenteeenneeans 3-1
VIEWITG ACHIVE CASES ......vveeueeeiieee ettt ettt ettt ettt et e ke e et e ettt et e et e e saeeateeesaeensteeseeentteensbeensseennseennnean 3-3
VIEWING ALL ACHVE CASCS ..uieuvieuiieiiesiieiietieteetestesteesteesseessesseeeseesseesseessesssesssesssesseesseessesssesssesseessenssesssesseessees 3-4
SEleCting AN ACHVE CASC....cueeiieiieieeiieeiesieeteeteetesttesttesteeseeseesseesseesstesseenseasseasaessaenseensesnsesnsesnsesseesseansannseans 3-4
SEAVCIHING fOF A CASE.....ceoneiieiie ettt ettt ettt bt et b e bt ettt ettt 3-5
Creating @ INEW CASE ............cccoeuiiiuiiiiiiieeii ettt ettt et ettt et e 3-7
Existing Social SeCUFIEY NUIMDETS .............ccceieiiiiiieie ettt ettt et e e ae e enees 3-8

October 2002 Virginia Department of Criminal Justice Services iii



Virginia Department of Criminal Justice Services

Table of Contents, continued

Searching for a VA Statute or Local OFAINANCE .................c..coocueuiieiiieieee ettt 3-9
Searching for @ VA SHALULE .......coeiieieietiite ettt ettt et e st e st e ebe e st es e e st e e e besbesaeebesaeeseeneensennens 39
Searching for a Local OrdiNance...........c.ccoiiiriiiiiiiiieieeee ettt st e ettt saeesbee e 3-13

SCATCIING JOF COUFES........ocoeeieeeiieeieeeie ettt ettt ettt ettt ettt e s ae e b e ess e e st e e et e eaeeseess e e b e esbeessesseeeseeseenseenns 3-16

Statewide Search for Defendants and Offenders ..............ccccocoiiviiviiiiinieiiiiieeieee e 3-20
Using Edit>Find (Master-Name Index) to Locate a Defendant or Offender...........cccccoveevievinieninnieccienenne, 3-20

Chapter 4: Setup Module 4-1

DOINMOGFADRICS ... ettt ettt et ettt ettt ettt enees 4-2

DEemOZIAPNICS TAD ...c.vviiiieiieiiciieieceeeee ettt ettt e e et e e taesta e teebeesbeesseeseesseesseensaseenseenseenseesbeesaenseas 4-2

Demographics Data FIClAS .......c.ccciiiiiieiiciecie ettt e e reesbeesvessaesseessaesseesseessensaesseas 4-3
Demographics (CONTA.) TaAD.......c.cciiiieiiieiieieeie ettt ettt e te e et e s saesteessaeseesseessasseesseesseessesssesseas 4-5
ENtering SID NUIMDETS ........coiieiieiieieeieeitee ettt te st ettt ete e st e st esseessesssesssesseesseesseensesssesseanseenseansesssesseensen 4-6
AddIng @ STD NUIMDET .....eevieiieiieie ettt ettt et estestessaesseesseeseensesssesseasseasseanseessesssesseesseenseensennsennns 4-6
MOdifYing @ SID INUIMDET .......ocviriieiieiieiieieeieste st e it te et e see st e et esbeestesssessaesseesseensesnsesssesseanseenseanseessesseensen 4-7
Deleting @ SID INUIMIDET........cocuteiieiteiieet ettt ettt ettt et e et e et e bt et emeeeseeeseesse e st emeeeneeeneeseenteenseensesneennean 4-7

ATLIQS@S ..ottt ettt ettt a e ea et e e Rt ht et e a et R e Rt ekt e bt e bt et enee et e eneenaeenes 4-8

RESIACHICE ...ttt ettt ettt a e a e bt ettt ettt e te et enees 4-9
RESIACNICE TAD ...ttt ettt et b et eh et en e e e e b e e bt e et ea e eneenseabeeeeebeeneaneeneeneenes 4-9
ReSIAENCE (CONEA.) TAD ....oveiiiiiieiiceieceeeetete ettt ettt et e e e b e etbestaesteesaeesbeesseensessaesseenseensenns 4-10

FAMIIY/REICEEICE ...t ettt ettt ettt a bttt e et e e te ettt neentese e ebenaeas 4-11

ETPDIOYIENE ...t ettt ettt a e bt ettt et b e nb et re e re b enne e 4-12
EMPIOYMENE TAD.....oiiiiiiiiiiiiii ettt ettt st e e saeesbeesaesseeeseesseesseessasssasseeassesnsessseseensenssenns 4-12
Employment (CONTA.) TaD ...cc.iiiiiiiiieiieiieeeecete ettt et ste ettt e b e sseesta e s e enbeessaesseesseensesssenns 4-13

OBREE TNCOME ...ttt et ettt e e et e e et e e et e e te e e te e e teeete e ere e 4-14

EQUCAIION ... et ettt ettt e et e et e et e et e e e e teeeabe e ere e 4-15

IMITIHATY .ottt bttt h e a et h ettt bbbttt 4-16

SUBDSIANCE US@.......c.eoieeeeee e ettt ettt et et ee e et et e bt et e e e et e bt et enb e e s e et e neeae e enes 4-17

SUDSIANCE TFOAIMENL ..........eeeeeeeeeee e ettt ettt et e at e e e e et e et e e et e et e et e e et et e enseeseeeseenseeaeeneeenes 4-18

HEAIIN ISSUGS ... ettt et et e e et ettt e e ek ekt she e h ettt et ane e en 4-19

Oher EQ/TX PPOGFAINS.............ceeieeieeee ettt ettt ettt ettt ae e s e e et e bt eeeeae et antasteeebe e 4-20

ASSESSTNEIE TOSLS ...ttt ettt et e e et ettt e a e et h e n et n e ettt ettt nneas 4-21

C IMERAL EVERES ...ttt ettt ettt b e bttt et sae ettt ene e s et ete e 4-22

PORAING CRAVGES ...ttt ae et ettt ete et e b e e e e re e b e esbeenseeseeeaaeaeense e 4-22

OUESTANAING WAFTANLS..........c..oeoeeieeeieeiee ettt ettt ettt ettt e et ae e e st e e se e beesseeaseeaeeesseesseeseebeesseesseessennees 4-23

Prior CrIMINGL ACHIVILY ..ottt ettt ettt ettt be e 4-24
(] 0T3¢I I 1o PSSR 4-24
SENLENICE TAD ...ttt ettt b e s bbbt et et et be bt et et e bbbt bt eb et enee 4-25

v PTCC Case Management System



PTCC User Guide

Table of Contents, continued

Chapter 5: Jail Admissions Module 5-1
Accessing the Jail AdMISSIONS WIRAOW ..............ccoooiiiieiiiii ettt ettt 5-1
Entering Jail AdmisSions INfOTMALION .............c..c.ccueiuiiiiii ettt ettt eeea 5-2
Deleting Jail AAMISSIONS INfOFMALION.................c..ccoevvieiiiiieiieieeie ettt ese b e st steesbeebeenseenees 5-2

Chapter 6: Screening Module 6-1
Yoo 17 USSP PSRRI 6-2
CHAFGES ..ottt ettt h et ekttt e e e et R et a et et e ettt n ettt et et anees 6-4

OrigINal CRAIES TaAD ... .couiiiiiiiiee ettt ettt s et et e e e b ekt e bt e st ea e e e e s e abeebeebeeneeneeneaneanes 6-4
CO-DEfENAANES TaAD .....eviiieiieieiete ettt ettt a e bt b e e ae bt et et e sttt be e bt es et et nee 6-6
VICHINS TAD ...ttt ettt h bt bt e et e e s b e bt e bt e bt eb e e st e s b e b e st e ebeebeest et enee e 6-7
COUTE ASSIGRIEIL........oee ettt ettt ettt e et e et e et e et e e ekt e e ab e e sab e e eabeesst e e eabeesabeessbeessbeeenseesnseeenseesnseeenseenns 6-8
AsSIZNING Charges 10 @ COUIT ...c..evuirtiriirieeiieiietetert ettt ettt sttt et ettt se e b sbe e b e bt ess et enee e 6-9
Removing Charges from a Court ASSIZNIMENL ........ce.eiiiiiriiriineriiniieeetet ettt ettt st sbe e see et nee 6-9
COUFE REPOTLS.........ooeieie ettt ettt et ettt et ettt ettt 6-10
Creating @ COUIt REPOTL ......oouiiiieie ettt ettt et e s ee s st e s bt eneeemeesaeesaeeeeeneens 6-11
Printing Court REPOTLS .......eeiiiiieeieeeietiee ettt ettt ettt e e st et e e enteestesaaeeneesneesaeeseennens 6-11
RECOMMENAALION. ...ttt ettt ettt ettt e et e et ettt et eeneeeneenteens 6-12
RecoOmMMENAAtIONS TaAD......couiiiiiiieee ettt ettt b et be et e st et e e sbesteebeeaeeneeneenneneens 6-12
HISTOTY TAD <.ttt ettt et h et e bt e st e e st e sb e e s bt e nbe e tesaeesatesaeenaeenteennens 6-13
CRAFGE UPAQLE..........coeee ettt ettt ettt et e et et ettt en 6-14
COUFE UPGQLE ...ttt ettt ettt et e et e e et e e taeeae e s aeesaeeseesseesseenseeseeneens 6-16

Chapter 7: Pretrial Placement Module 7-1

PLACEIMEIE ...ttt ettt ettt et e et h e a e bt ettt ettt e te et eneas 7-2
PLACEMENT TaAD .....eitieieteee ettt ettt h e bt st e st et e e e b e et e bt eaeen e eneen s e ebeeaeebeeneenee e eneenes 7-2
STATUS/CLOSUIE TAD ...ttt e sttt be et h e e st e st et et e ebeebe e bt eseenseneense b eeaeabeeneeseeneensennens 7-4

Placement Status HiStOry WINAOW .........oouiiiiiiieieieee ettt et ebe et 7-5
Pretrial Placement RUIES ..........couoiiiiiiiiiiee ettt st 7-6
Pending RUIES......ccuiiiiiiiiciieiicieeteete sttt ettt et e st e e st e etaeste e seesbessaessaesseeseenseesseseenseenseessenssenssessens 7-6
STATUS RULES ...ttt st b et et e bbbt e bt be e bt et et et sbeebeeneenteneenten 7-6
CIOSUIE RUIES ...ttt ettt et b et ettt s a e bbbt et et et sa e bt bt eas e e eae e 7-7
TTanSTEr IN RULES ..c..oviiiiiiiiiie ettt ettt ettt st 7-7
Transfer OUL RULES ........coiiiiieie ettt ettt b et ettt e et esaee st et e enteenteeneesneanean 7-7
CHAFGES ..o ettt ettt ettt ettt e a e e e e ek ekt ekt a et e et Rt eRe e ettt n et ae e ene e st e teenaeenaeanees 7-8
EXIStING CRATZES TAD ......eeuiiiiieiieeeieee ettt ettt ettt et e st e e s e b e e nteeeeemeeeseeeseeeeenteenseenaeeneennean 7-8
ASSIGNING CRATZES. ... .etiitieteeiieiiet ettt ettt e et e st e testeebeeae e st ese e s e tesbeeteeaeeseeseemeense s e teaseeaeebeeneeneensensenes 7-9
UNASSIZNING CRATZES ....cuteiuiiiiiiie ittt ettt st b e bt et et et e sbe e st e e bt e bt e s e sbee bt enbeenbeemeesmeesaee 7-9
NEW CRATZES TAD ...ttt ettt st b e h e st e e st et et e e beebeebeeseeneensesseabesaeebeeneeneeneanean 7-10
CO-DEfENAANES TAD .....eviiiiiieiieiteee ettt ettt bbbt et e st et e e b e st be bt ebe et et enaens 7-11
VICHIMS TAD ...ttt ettt a bt e bt bt eb e st e st et et et e st e ebesaeebe e st eneennens 7-12
AMENd/DISPOSTHON TAD ...c.viiiiiiiiiiiieiieiiee ettt ettt st e ste e teesbeesbessbessaesseesseesseassesssesseesseensenssenns 7-13
Making an AMENAIMENL ........c.eecuieieeieriieieeteeieseesteseetestesetesseesseesseesseeseeseenseansesssessaesseessesnseesseenseensenns 7-13
Amendment HiStOry WINAOW .......c.ecieiiiiriieiieiieiectesieet ettt st e st e teeseenseensessaessaenseennenn 7-14
ENtering @ DISPOSITION .....cuietieiieieeiiesitesttesteetestestestee et eteeseeeseesseesseenseesseassessaesseenseansesnsessnesseesseanseenseans 7-14
Entering an Amendment or Disposition for Another Charge............ccoecveviriiiieiieieeee e 7-14

October 2002 Virginia Department of Criminal Justice Services v



Virginia Department of Criminal Justice Services

Table of Contents, continued

CONAILIONS ... ettt ettt ettt e et e e et e et e e et e e et e e eat e e e tseeeaseeeaseeeaseeesseeaeeas 7-15
Adding Additional CONAILIONS .........eevuieriieriieieeieeieseeteeieetestte st e teeteeaesseesseeseenseensesssesseenseenseessesssensaensens 7-16
Removing Additional CONAItIONS .........c.eeveriieriieriieiesie ettt ettt ettt e tessaessaesseeseensessnesseesseesseensennsenns 7-17
Entering Other CONAITIONS .......cc.ieiieiieeieet ettt ettt ettt et e et e e et e eseeeseesseenseeaeeneesneesneesaeenseeneens 7-17
Removing Other CONAITIONS .......eeuieiieeieetieiiee ettt ettt et ettt et e eseessee s eesseetesneeeneesaeesaeenseeneeens 7-17

PaYment OBIIGAIIONS. .............cccooiiieeeee ettt ettt ettt ettt e bttt esaesaeeeseeese e bt eneeeneeeneeeneeneens 7-18

COUTE DIQLES......ooee ettt ettt e et e et e et e e s beeeabeeeab e e e ab e e s abeeeabeessbaensseessbeansseessbeassaensseansseansaeenseens 7-19

ATBEOFTIY ..ottt e et et e e et e e e sa e e tb e e sb e e st e e sbeeass e e taeeata e e st e e st e e st e eataeentaeentteentaeenbaeenraeennes 7-20

Chapter 8: Pretrial Supervision Module 8-1

SCREAUIE ...ttt ettt ettt e et e e tb e et e e tbeeab e e kb e e bt e e tbeeetbeeeabeeetbeeebeeeabeeerbaeenree e 8-2
Entering Schedule INfOrmation ..............oooiiiiiiieie ettt et e ettt e enae e aneas 8-3
Viewing Appointment DEtails.........cocuoiiiiiiiiiiiii ittt 8-3
Deleting Scheduled APPOINTIMENES.......cc.eeuieieriiieitietiete ettt ete et sttt ete et et e e stesteebesaeeseeneensensesseabesseeneeneeneenes 8-3
Filtering AppPOintmeEnt TYPES ...c..eeuiiiiiietieieeie ettt ettt sttt e e st st e sbee bt et et eateesaesbeenbeas 8-3
QUICK A .ottt b e bbbt h e bt h e h et et eb et b et be e bt st et et ee 8-4
INBW <.ttt h et h et et e e bbbt bt h et eat e a e h e bt e bt e bt et ea et ebe e sa e sae e she e bt et e et eabeeetesaeenheen 8-7

CASE INOIES ...ttt ettt ettt et e ettt e st e et e e st e ekt eeab e e en bt e e ab e e sateeeabeesabeeenbeeenbeeenbeesnteeenbeeenbeeenseean §8-8
INEW INOLE ..ottt et et s bbbt et st saeesae e bt est e easeseneeaseeanesueenbe e seenneennenane 8-8
VIEW INOLES. ...ttt ettt ettt ettt st b e eb e ea e et e et s h e bt e bt eb et e st e b e st besbeeb e e st et et e na e e bt sbeebe et enrenee 8-9

REFEEFALS ...ttt bttt 8-10

UDS ...ttt a e a et ettt eh et h e a b b e b et e he ekt R e n b et et e b be et e ene st st e beae s 812
Test INTOrmation TaD .........ccooiiiiiie ettt ettt b et e et s seesseesaeeneeeneesneesaeeseeneeens 8-12
TSt RESUILS TAD......eeiiiieiiceiee ettt ettt ettt et et e n e eseees e e b e e st enteeneesmeesneenaeenseenneens 8-13

Payment OBIIGAIIONS. ..........c..cciiiiiiie ettt et et e ettt st e ettt et ene e ne e ens 8-14

INOT=COMPLIANCE ...ttt et e et e et e s ab e e e ab e e s st e e e sseesabeeenbeessbaeenseeeabeeenseesnseesnseennses 8-15
Graduated SANCIONS BUILON. .......couiiiiiiieietieeei ettt sttt eae et es et e e et e besbeebeebeeaeeneeneenseneens 8-15

Graduated SANCioNS WINAOW .......cuiiuiriiriiiiiieieet ettt ettt ettt et et et et bt ebe s eae et enean 8-16
Chapter 9: Community Corrections Placement Module 9-1

PLACEIEIL ...ttt ettt ettt e et e et e et e e e et e e e st e e esbeesabeeeabe e eabaeeabaeebeeeabeeebeeenreean 9-2
PLACEMENT TAD ....c.eetieieteee ettt ettt b e st es e et e e et e et e e bt eaeen e eneenseaaeeteebeeneeneeneeneenes 9-2
STATUS/CLOSUIE TAD ...ttt ettt ettt ehe st e st e s et et e ebeeaeebeeseen s e e en s e b eaaeabeseeeseeneensennans 9-4

Placement Status HiStOry WINAOW ........ccouieiiiiiiieiicit ettt e e sre b eaesreesseesseesseessesssensaesseas 9-5
Community Corrections Placement RUIES ..........ccoiiiiiiiiiiiiciiciecieieeie ettt sneas 9-6
PendINg RUIES......cciiiiiiiiiiiieiieie ettt ettt ettt e et eetbestaeste e s e esbeesaesstesseesseesseessesseenseensenssenssenssensens 9-6
STATUS RULES ...ttt ettt et et st b et b et et bt sbeebeeme et et ennen 9-7
CIOSUIE RUIES ...ttt ettt ettt b e bbbt bt et et et et bt ebeeae e e et e 9-7
TTanSTEr IN RUIES ..c..ooviiiiiieiieie ettt ettt st 9-7
Transfer OUL RULES .........oiiiiiiie ettt ettt e bttt e e ettt e saee s st et e enteenteeneesneennean 9-8
DiSpoSition/SENtENCE TaD........cociiiieiiieiieiieie ettt ettt ettt e st e s bt e bt e teeeeeneeeneesse e et enteeneeenaeeneeanean 9-9

Program REQUIFEIMENLS ..............ccccuiiiiiiiiiiie ettt ettt ettt ettt e et e st e e nane 9-10

COMMUNILY SETVICE ..o et ettt et e et e et et e e abeesas e e eabeesabeeeabeeesbeensseessbeasseessbeensseensseensseesseenssens 9-11

CONAILIONS ...ttt ettt ettt ettt et e et e et e et e e baeeab e e ea b aeaabeeeabeeeabeeeabeeasbeeeebeasseessbeensseensseansseensaeenseeas 9-12
Adding Additional CONAILIONS .......ccueeuieuieieieieiteete ettt ettt sttt et ae et et e be st e tesbeebeebesaeeneeneeneennens 9-13
Removing Additional CONAItIONS .........c.ecuerieriieiiieiieiieseeseesie e eeestee e esseebessaesseesseesseessessaesssesssesseessesssenns 9-14

vi PTCC Case Management System



PTCC User Guide

Table of Contents, continued

Entering Other CONAITIONS ........c.veruieieeieeiiesieieeteeteste st e st et eaeseeesseesseesseessesssessaesseesseensesnsesnsesnsesseensennsenns 9-14
Removing Other CONAITIONS ........ccvieieeierieiieieeieeieste st et ettt et eseee et anseessesssessaessaeseensesnsesnsesssesseensessenns 9-14
PAYMENE OBDIIGALIONS. ...ttt ettt ettt ettt ekt e bt e beesbeseaeesee st eseenseeneeeneaeseanseans 9-15
COUTE DIALES ...ttt e et e et e et e et e eabe e o2t e e e abe e e abeeeabe e e sbeesabeeesbeentseestbeeaseessseestseesseenneeas 9-17
ATEOTTIEY .ot e e ettt et e e ekt h e a e et Rt Rt e Rt e ht et en et Rt et e e bt e bt e bt enaeeneennean 9-18
CHAFGES ..o ettt ettt et et et a et e et et ea ekt e ekt ekttt et e Rt e ene e bt ente e teeneenneeneens 9-19
EXIStING CRATEES TAD ..ottt ettt b et a e st ene et e tesbeeteebesaeeneeneaneennans 9-19
ASSIZNING CRATZES. .....eitieiiiiieite ettt sttt ettt e at e e bt e bt et e et e eatesbeesbeesseesbeenaeeneeenteene 9-20
UNASSIZNING CRATZES ... .eeviiiiiieieieiiesie ettt etesteesteesessbessaesseesseesseesseessesssesseesseesseessesssesssesseessesssesssenses 9-20

INEW CRATZES TaD....oiciiiiiiiiicie ettt et e e e steesae e beesseesseessessaessaesseessesssesssesssesssenseensenssenns 9-21
CO-DEfENAANES TaD ..ottt ettt e et b e s bt eb et e st et e et st b e bt eb e et et eens 9-22
VICHIMS TAD....coutiitiiintitee ettt ettt et e et b e bbbt et et et e st e st e sbesueebe e st ennentens 9-23
Chapter 10: Community Corrections Supervision Module 10-1
SCREAULC ...ttt ettt et ettt e et e et e e bt e et e e atte e baeeabe e e ntae e st e e ta e e st e e taeentteetaeentee s 10-2
Entering Schedule INfOrmMation ............cc.ooieriieiiiiiiiie ettt e esaeseeesaeesseeseessaesseenseensenns 10-3
Viewing Appointment DEtailS..........ccieciiiiiiiirieiieie ettt et eteesse e beesseesbessaesaeesssesseensenssenns 10-3
Deleting Scheduled APPOINEMENTS..........ccveriieriieieiieiierteesteerteeteeeesteesteeseebeeseessaesseesseessesssesssesssesseesseessenns 10-3
Filtering AppPOintmeENt TYPES .....cerveecuieieriieriertieteeiteste st e st et eteeetessee st esseessesssesseesseensesnsesssesnsesseesseensensenns 10-3
QUICK Ad ... ittt e et e et e et e e e bee et e e ebaeeabeeebaeeabeeebaeenseeeabaeeabeeeabeesnreesareeenreaan 10-4
INEW ettt et et ettt ae bttt et et e h e bt h e et et eae e sae e bt e bt eat e eaneeaneebee b e e b s 10-7
CASE INOLES ..ottt ettt et e ettt e et e et e e e it e e et e e e ab e e e st e e eab e e e et e e etbe e e sbeetseestbeetseeetbeetbeetaeeneeas 10-8
INEW INOLE ..ottt ettt ettt ettt ettt s e e s ae et e e et eme e e s e e es e e st et e emteemteemeesaeesaeeeae e st enteenseeneeeneenseennean 10-8
VAW INOEES. ...ttt ettt ettt ettt s ettt et e e e eae et e et e et e emteeeeees e e b e e st emseemeeemeeemeesaeeseenseenseeneaeneenseennenn 10-9
REFEUFALS ...ttt ettt ettt ettt a et e e en et 10-10
UDS ..ottt a ettt Rt Rt Rt A et bttt R Rt et et et a e h et e et eae st ent e eenes 10-12
Test INFOrmation TaD .........ccooiiiiiiei ettt sttt ettt et et et s e e bt sbe et ebesseeneeneensenes 10-12
TSt RESUILS TaD ...ttt ettt b et b ettt e e be et besbe bt et enne e 10-13
PaYMEnt ODIIGALIONS. ............ccoooviiiiiiiiiiciiee ettt ettt ettt se e et eets e seesbeesbeenseenseenees 10-14
INOT=-COMPIIATICE ...ttt ettt st et at e et e be et e e s e esbeessesaeesaaesseenseenseenns 10-15
Graduated SAnCtioNs BUON. .......couiiiiiiiriieeieeees ettt ettt sttt 10-15
Graduated Sanctions WINAOW .......c..ccuiriririiiiiiteteeter ettt sttt sttt ettt be e st et eaneneens 10-16
COMPUNILY S@FVICE ...ttt et ettt ettt ekt e ket e ee et eeeeeeeeeae e et e meeeneeeseeeteenteenseeneenneas 10-17
Chapter 11: Reports and Forms 11-1
ACCeSSING REPOTLS ANA FOFMS. ..ottt ettt e et e et e ese st e st e esseese e beesbeesseensesneas 11-1
VieWing RePOTLS QNG FOFMIS. .........c..cooiiiiiiiiiieee ettt bttt 11-2
Printing Reports and FOTIS .........ccioiiriiiiieiieiecece ettt ettt et e e essesntessaesneesneesseenseenseans 11-4
EXporting @ RePOIt OF FOIM ........oiiiiiiiieiieiee ettt sae s s see st esesneesneesneenseennens 11-4
Creating ReportS QNG FOFIMS .............ccoociiiiiiiiieee ettt ettt ettt e eee e eneeneens 11-6
S 0T ) USSP 11-6
APPoINtMENt CalENAAL ........ooiuiiiiiie ettt ettt et et e et e e st e bt e be et e en e e eneenneenean 11-6
Basic Demographic INfOrmMation .............couoieiiiiiiiieieee ettt ee s 11-6
COMMUNIEY SEIVICE LOZ «.nvintiiiiiiiieeiietiet ettt ettt ettt e bt e bt et et saeesaeenaeeeeenteeas 11-7
COUTT DAES REPOTL.....eiiiiieeiii ettt ettt ettt et e et e et e e bt esstaeebeessbaeesseesnseeenseesssseenseeenssesseannns 11-7
DEMOZIAPNIC SALISTICS .. .evievieerieiieiesiesteerteetesteste st e st eteesseeseesseesseesseesseassesssesseeseessesssesssesseesseensesssenns 11-8

October 2002 Virginia Department of Criminal Justice Services vii



Virginia Department of Criminal Justice Services

Table of Contents, continued

DIUG TeStING LLOZ ...ttt ettt e b e s bt e b et et e et s bt e sbeenbeebesaeesbeenaeenbeenteens 11-8
Graduated SANCIONS LOZ .....oiiiiiiiiite ettt ettt ettt et e be b bt be bt ebeeneeneeneenean 11-9
MONthLy REPOTE CC ..ottt ettt et e b e s b e b e e bt et e satesatesbeenaeeneeeneeens 11-9

1Y (o) 0T 41§ A S oo Al PRSPPI 11-10
INON-COMPIANCE LLOG ....vieuiieiiieiieiieitieie ettt ettt e et e te et e esbeesaesteesseeseessesssesseesseesseesseesseessesseenses 11-10
PAYMENE LOZ ..neiieniieeiiiee ettt ettt ettt ettt et et e et e et e et e st e e enbe e e beeeabeesabaeenbeesabaenabee s 11-11
Program ReEfeITal L. .....c.occviiiieiieiieieeie ettt sttt ettt sttt et e e s ae st e ssee st enseenseenseeneesseensenn 11-11
SCIEENING REPOTT......eieeiieiiiiietieie ettt ettt ettt et et e et e et e s see s st e seeseessesssesneesseensesneesneenseensennsenns 11-12
SUPETVISION REPOTL ...ttt ettt ettt ettt et e s et e et e st et e e eeeneesneesseeseeneeens 11-12
Supervisor’s Review LiSt REPOIT........c.oiiiiiiiiiii it 11-13
2103 40P 11-13
APPOINIMENTE LETEET ....veeiiieeiiieiiieeiiecctee ettt ettt et e st eebeesteesateessbeeesbeesnsaeenseesnseeenseesnseeasseesnseesnseens 11-13
Authorization for Release FOIM .........ooiiiiiiiiiiei et 11-14
Community Service Areement LEteT.......cc.eooiiiiiriiiiiiieieeiet ettt s 11-14
CONAItIONS OF SUPEITVISION ..e.vviieiieiiiiiieitieitieieeteetesteeteeteesteeteesteesseebesssesseesseesseesseessesssesseessensseessesseensees 11-14
Court Appearance/Continuance Reminder LEetter ..........ccvevvivciiriiiierieiecie sttt 11-15
Fines & Costs/Restitution/Community Service LedZer ........cccovvvirieriiiiiiiieiiereeie e 11-15
INACtIVE StAtUS FOTML..c..iiiiiiiiiiiiiiniee ettt st sb e s ebe et etens 11-15
Intake APPOINTMENT LETLET .....ovuveiieiieieeieeie ettt ettt ettt et e s e et e et e eneesneesseesseenseensessnesseensenn 11-16
Missed APPOINEMENT LEtET ......c.eccieiieiiieiieieeie ettt et e e seeesseeseeateenaesseeseenseesaesseensenn 11-16
Payment Obligations and Schedule Letter...........ccooiiiiiiieiieieeeeee e 11-17
Pretrial AuthOrization FOTT ......ooouiiiiiiii ettt ettt sneeeeas 11-17
Program Referral SChedule Letter.........oooiiiiiiiiiiiee e 11-17
PrOGIESS REPOTT ...ttt et ettt s b e s bt bt et et eaeeebeenbeenbean 11-18
Request for Capias/Show Cause LEtter .......cccuiiiiieriiieiiierieeiiieeee et seeeire e esireesaeesereeseaeessaeessaeenseens 11-18
Residence and Employment VerifiCation ...........c.coiieieioieienieese ettt 11-19
Successful ComPIetion FOIMN .........c.ociiiiieiiiiiiiie ettt te e ae s e esbesseesreesseesseenseens 11-19
Transfer REQUESt FOIM.........oooiiiiiiiieiiciececeseee ettt sttt e s aeesbaesteesseessesseesneas 11-20
Treatment AGTEEIMENIL . .......coiuiiiriiiiiiieeite ettt ettt ettt ettt ettt et e ettt e bte ettt ebteeabeeebeeeabeesbaesabeesabeesaseens 11-20
ViI01ation NOICE LEttOr.....ccueiuiiiiiiiiiiiieiereeect ettt ettt s et netens 11-20
Voluntary AdmisSSion FOTM........cciiiiiiiiiiieiieiieiteie ettt sttt e ae e st e sseenseenseeneeesaesseesean 11-21
Work-Site Referral FOIML.........c.ooiiiiiiieeee ettt et esaeeneas 11-21
Chapter 12: Administration 12-1
SUPDOFE TADIES ...t ettt ettt e bt e a et e et e e te e be e b e esbeesaeeneeenaeseenneens 12-2
Adding Values to the SUPPOIt TabIESs ......c..eoeriiiiiiiiiiiiee et 12-3
Modifying Values in the SUPPOTt TaDIES .......c.cccueiiiiriiniririeeeeteeeeee ettt 12-4
Additional CONAIIONS .....eveevieiieiiiertesteete ettt ettt et ettt b e sb e bt et eb et et et sb et besb e bt ebeene et eneen 12-4
ENtering CONAItIONS. ....c.ieitieiieiiieiieetiest ettt te st et et et e et et e et e e bt enteesseeseesseeseenseeneesneesneenaeenseenneans 12-5
Entering Conditions with Multiple Lines .........ccccueiieiieiieiieeeieeeeeee ettt 12-5
AQATESS TP ettt eae et e ettt e n e e s e h e e bt et e et e e nteeaeeehe et e e teenteenteenteeneenneenean 12-6
ATTESTING AZEIICY -.ueetietietieiieie ettt ettt et e et eat et et e ete e et eteeseeae e st en s et e s e besaeebeeseaseemtensanseaseebeseeseabesaeeneeneenneneens 12-6
JUAICTAL OFFICET ...ttt a et et et e be s bt e bt e st eaeeat e s e besbeebeeaeeneeneenseneans 12-7
LOCAI OFAINANCE ...ttt ettt ettt et e bt e st e st e st en e e s et e ebeseeebeeseeneeneensenseeseabeeaeeneeneanseneens 12-8
IMONTEOT ONLY TYPE 1evenviiniieiiieiieeiteriieteeteeteeteseesteesteeaesstesseesseesseesseesseessasaessaessesssasssesssesseassesssesssesseensenssenns 12-8
INON-COMPIANCE TYPEC ...vveeieiieiieiieeieeiiertierte et e et e ste st e bt ebeeaesseesseesseesseesseessesssesssesseessesssesssesssesssesseesenssenns 12-9
ODBIZALION TYPE .vverieniieiiieeieeitestesteete et e st et e bt etteeteesse e teesseesseessessaesseesseassesssesssesseessenseenseensenssenssensensens 12-10
REIMIE TO 1ttt bbbt et ettt b e s a e bbbt et et et st bbbt et enn e 12-11
SUPETVISION LEVEL ...ttt ettt st e st et et e esbeesbesseenseenseensesnsesnsesneenseenseenseans 12-11
WVOTK STEE et ettt ettt a et e bt et e et e e s e e e b e e bt embeemteeseeeseaseenseeneeeneenneensean 12-12
L0737 o LR U SRS 12-13
APPIICALION SEILINGS ...ttt ettt ettt ettt et e a e et et e et enseeneesseeeeeenaeeneeenes 12-14

viii PTCC Case Management System



PTCC User Guide

Table of Contents, continued

STAIF oottt ettt bttt ettt h e h ettt nt et n bbb eb b eneets st et nsereenas 12-15
SEAFT MAINTEIAIICE .....eeuventitiierieetteitet ettt ettt ettt ettt bbbt et et et st e b e e bt e bt e bt e st et et et e besae bt ebeebteneennen 12-15
Staff Maintenance Window BUTONS .........cccceiiiiriiiiiiniiciietetcteresese ettt ettt 12-16

70103 481 RO PRSP 12-16

N W ettt ettt ettt e e et e e et e te et e et et e b e be ke eR e Rt et e enten b e s e ke eReeR e eRtentensesente st eseeRtentensensenseaseeaeeseententensensn 12-16
SV .ttt ettt ettt ettt h e bt e bttt e et e a e e e h e e h e ekt e bt ea et enteeheeehe e ne e bt enteeneeeneenteeteenteens 12-16

(0] 1T T OSSPSR PP 12-16
SYSTEII TAD. ...ttt ettt st s h e b et e bt es e e bt e s bt e bt et e et e et saeesbeenbeenteenteeae 12-17
SEATE ACCESS LEVELS ...ttt ettt st b et ea et e bbbt bt et eate e eneen 12-18
COUTSES TAD ...ttt b et e s e s et e bt b e e bt bt e bt et e st e s et et st e ebesbeebeeseentenee 12-19
COUTSES WINAOW ..ottt sttt ettt b b bt a st e s et e e b e s bt e bt s heeb b et es b e be st e ebesbeebeeneensensens 12-20
AQAING @ COUTSE......uveiieiieiieieeieeteetert et et et e e tte st e bt e seesaessaesseesseasseenseassesseanseenseansesnseesaenseensesnsennsesnns 12-20
MOQIEYING @ COUISE....eeuvieuiieiieeiietiesteeteeteeteste st etestesstesstasseenseasseaseesseesseensesnsesnsesseenseanseanseansenssesseeseen 12-20
Appendix A: Deleting a Case, Placement, and/or Screening A-1

GOIEFAL ...tttk R R e h kbRt h ettt ettt ne et nes A-1

DElEting AN ENHITE CASE.........ooueiueiieiiieieeeeee ettt ettt ettt ettt et ekt b e ettt ea ettt eae et et e e e A-1

Deleting an Entire Pretrial or Community Corrections PlAcement.....................c..ccooevevveeiienieceecieiieneenieeneennns A-2
Deleting a Pretrial PIaCemENt . ........c.cccviiiiiieiieiieie ettt sttt et e st et et e enseenaeeneesseennes A-2
Deleting a Community Corrections Placement .............eecuieiiriiirieniieiieie ettt A-2

Deleting An ENLITE SCPEEMING.............ccccueieiiiiisiiii ittt ettt ettt ettt ettt ettt sttt neenes A-2
Multiple RECOMMENAALIONS .......eeeuiieeiieeietietiettee ettt ettt ettt ettt et et e e eseesaeesseesaeesesntesaeeseeenneenes A-3
Multiple Charge UPAALES .........ccueeeieeieiieiieie ettt ettt ettt et et e e esb e e beeteeneesaeesse e teenteentesneesneenneennes A-4

MiSCellaneous ETTOF MESSAZES ..........c..ccueuiieeieeeeeeee ettt ettt ettt et e et e et ettt et e et e te et e enaeanaeeneen A-4
OTigINAl COUIt APPEATAINCE -.....cueeueeeeeteeueetieiteutetesteetesteeteeseeseesteeenteabeateeseeseeneensanseaseseeaseeseeseentensessesseasesneaneens A-4
OTIZINAL CRAIEE ...ttt ettt et ettt et ettt et e e st eae et e teebesbeebeeseen s e s e teseeseensensesbesseabeeaeeneens A-4
EXISTING SCIEEIINES ..ottt ettt ettt ettt sae e s a et et ea e eb e e b e et e eabeesaesbeesbee bt e bt emteentesmaeabeenbeenees A-5

Appendix B: Sample Reports and Forms B-1

J 7 o) A BSOS PSRT PSS B-1
APPOINtMENTE CALENAAT .....o.eiitiiiiie ettt ettt ettt et e et e st e bt et e enteeseeeseenbeeseeneesneesne B-1
Basic Demographic INfOrmMation .............cooiiiiirieieeee ettt et b et ese e nes B-2
COMMUNIEY SETVICE LIOZ ...ttt ettt sttt ettt st s be e bt et et e ebaesbeebean B-3
COUIE DIALES ..ottt ettt ettt st b e bttt e ab e e bt e s bt e bt et e et e s bt e sbeesbeesbe et e e st e eanesbaenbeebeas B-4
DEmOZIAPNIC SALISTICS ...eeovieriieiieiieieiiestieieetestesttesteesteeseeseeeseesseesseessesssesssesseesseessesssesssesseesseessenssenssenseensens B-5
DIUZ TSN LLOZ ..uvieiieiiieiieeiiesieeteete ettt ettt e te et e st e st e b e esbeesbeesaesse e seesseessesseesseesseenseassesssesseessesssenssenseensens B-6
Graduated SANCHONS LOZ .. ..cciiriiiiieieeieeieee ettt ettt et e et et e e et e e aesseesseesseenseenseessenseenseanseesaenseensenn B-7
1Y (o) 0T 41§ 20 ] o A O O USRS B-8
1Y (o) 0T 41§ 20 ) o A TR SS B-9
NON-COMPIIANCE LOZ. ...ttt ettt st b et e bt et e st e saeesaeeste e teenseeneeeseenseennens B-10
PAYMENE LLOZ ..ottt ettt s e st e s e et e e e e na et e sate e be e e beeebeeea B-11
Program ReETeITAl O ......ocueiiiiii ettt ettt et e e te e te s meeemeesneenaeeeeeneene B-12
SCIEENINGE REPOTIT ..ttt ettt ettt e b e bt ettt s et e s bt e sbe e bt eate st e e bt emteeaeenbeenbeentens B-13
SUPETVISION REPOTT.....iiiiiiiiiieiit ettt ettt e e e et e e beeebeeeabeeesbeeesseeasseessseeensaessseessseensseenssesnsens B-14
Supervisor’s REVIEW LISt REPOIT ......cccviiiiiiiiieiiciiciiectecte ettt ettt e s reesbeeveesbeessessaeaeenreas B-15

FEO IS ..ottt B-16
APPOINEMENT LLETLET ..c.iiviiiieiieiie ettt ettt et e e et e etestteseeeste e seesseesseessessaesseesseessesssesasesssesseensensnenns B-16
Authorization for Release FOTM........ccciiiiiiiiiiiiie ettt B-17
Community Service AGreement LETIET ..........ocuieiiieiiieieeiesieteeie ettt ettt et et teesesnaessaesseensesneenees B-18

October 2002 Virginia Department of Criminal Justice Services ix



Virginia Department of Criminal Justice Services

Table of Contents, continued

CONAItIONS OF SUPCTVISION ...ccuviiiiiieitieeiiieiie ettt este ettt eseteesteeesteeebaeesteeeteeesseeesseeessseenseeeseessseesnseessseessseensseens B-19
Court Appearance/Continuance Reminder Letter ..........coeivuiiriiiiiiiniiieiiiecieecie ettt eee e s B-20
Fines & Costs/Restitution/Community Service LedZer .........ccoueiiiiiiiiiiiiiiieieeeee e B-21
INACHIVE SEAUS FOTIN ..ottt bbbttt ettt b et st besbeebeebe b eneene B-22
Intake APPOINTMENT LETET .....uviviiiieeiietieciieiieie ettt ae ettt e ete e te e b e esbeesbessaessaesseesseassesssesaseseensensnenns B-23
Missed APPOINMENT LELET.......ceerieciieiieiecieceeieete ettt ettt e a e te et e esbeesbessaessaesseessesssesseesseensensnanns B-24
Payment Obligations and SChEdULE...........cceeciiiiiiieieit ettt s ee e seeesaeensesnnenes B-25
Pretrial Authorization FOTIM .....c..coiiiiiiiiiiicteeee ettt sttt st B-26
Program Referral SChedule Letter.........c.oviiiiiiiiiee ettt st B-27
00T (ST S o ) ST B-28
Request for Capias/Show Cause LEtter........cueiiiiuiiiieie ettt sttt saeeee e e B-29
Residence and Employment VerifiCation............ooiieiiiieieieieesie ettt sttt B-30
Successful ComPletion FOIMN .........cc.iiiiiiiiiiii ettt ettt te et aeeaeesreesteebeesbeessesseeseensens B-31
Transter REQUEST FOTIM.......oiiiiiiiiieciie et ettt et e et e eteeeteeetaeenseeesaeenseesnseeensaesnseensseens B-32
TTEAtMENT AGTEEIMENL ....ccuvvieiiieiieeiie ettt ettt ettt et te et e esttesbeeeteeeabeeeteeesteeenseeeabeeensaeenseesnsaesnseesnseessseesnseensneens B-33
ViI01ation NOICE LEIET ..c..eeuiiuieiieieiete ittt sttt ettt e b et b sbeebeebeebeeneene B-34
Voluntary AdmisSSION FOIMN.........cccviiiiieiiriiiiiieiieieete sttt ettt steeteesseesbeesaesta e saesseessesseesssesssesseensensnanns B-35
WOrk-Site Referral FOIT .....cc.coiiiiiiiiiiiieieictee ettt st B-36
Glossary Glossary-1
Index Index-1

X PTCC Case Management System



PTCC User Guide

Introduction

About the Pretrial and Community Corrections Case Management
System User Guide

The Pretrial and Community Corrections Case Management System (PTCC) User Guide
provides information users will need when working with PTCC. The guide contains all the
information a new user will need to operate PTCC, and is guaranteed to be useful to experienced
users. The guide contains information about all PTCC modules, and the main windows in each
module. The Table of Contents and a comprehensive Index can assist with finding more
information on various topics.

How to Use this Manual

For a basic understanding of how the PTCC Case Management System works:

If you want to know... Read...
How PTCC works o Chapter 1: System Concepts'
o Chapter 2: System Conventions
o Chapter 3: Common Operations
. o Chapter 4: Setup Module
Common PTCC functions o Chapter 11: Reports and Forms
e Appendix B: Sample Reports and Forms
o Chapter 5: Jail Admissions Module
. . o Chapter 6: Screening Module
Pretrial functions o Chapter 7: Pretrial Placement Module
o Chapter 8: Pretrial Supervision Module
o Chapter 9: Community Corrections Placement
Community Corrections functions Module
o Chapter 10: Community Corrections Supervision
Module
Administrative functions e Chapter 12: Administration
o Appendix A: Deleting a Case, Placement, and/or
Screening
Specific tasks and functions e Table of Contents
o Glossary
e Index
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Symbols

Watch for the following symbols throughout the manual:

Symbol Description

| ' | Important points that could affect your work.

FY] Additional information to help you understand how the system works.

[]
Tlp Things to do that can help your work.

Text Conventions

This manual uses the following text conventions:

e Arial 10 pt bold for text that appears in windows and buttons.
e Courier New 12 pt bold for text you type into a field.
o Times New Roman 12 pt bold italic for text to emphasize terms.
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Chapter 1-System Concepts

Chapter 1: System Concepts

This chapter contains information that relates to the Pretrial and Community Corrections Case
Management System (PTCC) user interface.

PTCC Terms

The table below contains a list of screen terms and their definitions.

Term

Definition

Application
Function Icon

A box labeled with a picture that executes a command when clicked.
Application function icons appear across the bottom section of the
window.

Barrel Button

Buttons that allow rolling back and forth through numerical sequences.

Button An object labeled with a word that performs an action when clicked.

Check Box A box beside a field name that, when selected, activates the function
associated with the field name, such as View All Active Cases.

Dialog Box A window that provides specific system information, such as an error.

Ellipse Button A button, showing the ellipse (...) symbol, that provides specific
information about the sub-modules that must be filled out for each
process.

Field A section of a window or tab that contains one piece of information.

ll\él(e)lfnlfylng Glass An icon that takes you to a search window.

Menu Bar A bar at the top of a window that contains system menus, such as File.

Module A segment of PTCC that carries out a specific function and combines
with other modules to make up the program. PTCC contains seven
modules: Setup, Jail Admissions, Screening, PT Placement, PT
Supervision, CC Placement, and CC Supervision.

Module Icon A box labeled with a picture indicating a module. Module icons appear
along the left side of the window.

Radio Button A button that enables a particular system function.

Screen The entire viewing area of the PC’s monitor. It may contain features of

Microsoft Windows®, as well as PTCC.

Sub-module

A segment of a module that carries out a specific function and
combines with other sub-modules to make up a module. Each module
in PTCC contains several sub-modules.

Sub-Module
Button

A button that takes you to the sub-module.

Summary List Box

An area in a window or tab that contains data in text format.

Tab

A title that opens a sub-window when clicked. Tab in this manual also
refers to the sub-window itself, such as the Demographics (contd.) tab.

Window The area of the screen containing the PTCC Case Management
System.
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Screen Samples

The screen samples below show some of the different PTCC terms.

Z[Z Pretrial and Community Corrections Case Management System (PTCC) - ISakin = Damansanh
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Data Fields

Data fields are spaces in the tabs that are designated to contain words or numbers recorded in
response to specific data items on the form. This manual includes explanations of unusual or

potentially confusing data fields; it does not contain information about data fields that are self-
explanatory.
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Terms and Definitions

The table below contains a list of terms that appear in the PTCC User Guide and their

definitions.
Term Definition
PTCC Pretrial and Community Corrections Case Management System
PT Pretrial
CC Community Corrections
GUI Graphical user interface is the collection of buttons and icons that let you use a
piece of software.
Defendant | A person, or case, involved in the Screening process or supervised by Pretrial.
Offender | A person, or case, supervised by Community Corrections.
Case A defendant or offender and their associated information.

PTCC Case Management System Overview

The Pretrial and Community Corrections Case Management System (PTCC) was developed to
satisfy the case management and reporting needs of statewide Pretrial and Community
Corrections localities and the Virginia Department of Criminal Services. PTCC provides
increased productivity and supervision at the local level, accurate reporting to DCJS and local
courts, and data consistency throughout the Commonwealth of Virginia.

PTCC contains seven modules with numerous sub-modules that are used to collect, display, and
report information about cases entered into the system. In addition, PTCC has a user-friendly,
intuitive, graphical user interface (GUI) for entering and displaying information. The table below
shows the modules that are used by Pretrial and those used by Community Corrections.

October 2002

PTCC Modules | Pretrial | Community
Corrections

Setup Yes Yes

Jail Admissions | Yes

Screening Yes

PT Placement Yes

CC Placement Yes

PT Supervision Yes

CC Supervision Yes
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Chapter 2: System Conventions

This chapter contains information about system conventions, such as PTCC icons, underlined
field names, and shortcuts.

PTCC Icons

The module icons on the left side of the PTCC window allow access to the PTCC modules and
the reports function; the application function icons at the bottom section of the window control
system functions.

Icon Name What it Does
Screening Opens the Screening module.
Screening
_J | Setup Opens the Setup module.
Setup
PT Placement Opens the Pretrial Placement module.
PT Plcrnt

PT Supervision

Opens the Pretrial Supervision module.

CC Placement

Opens the Community Corrections Placement module.

CC Supervision

Opens the Community Corrections Supervision module.

Reports Opens the Reports function.
Exit Exits the PTCC program.
, Previous Takes you to the previous window in the module.
<< Previous

SE Save Saves the information in the current window.

Save

Und Undo Cancels the most recent changes.

Undo
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Icons, continued

Creates a new record in the sub-module you are working in.
For instance, if you are entering employment information and
Llj ‘ New want to enter another employment, click the Save icon to save
= the current data, click the New icon to re-set the data fields,
enter the new information and click the Save icon.

m Delete Deletes the current record in the sub-module or window you
Delete are in.
Next Takes you to the next window in the module.

Mest >

Underlined Field Names

Underlined field names indicate required fields. These fields must contain data before a record
can be saved. If you click the Save icon without entering data in a required field, a system error
message will prompt you to complete the field. The example below shows the required fields for
Interview/Pending on the Demographics tab.

Demographics T Demographics [contd.] ]
First M ame: IJDE SSM: |123-45-6789
MiddeName: M suff] <] pog: [/ /%0 =]
Last Name: IDefendant fge: IE.‘2—
taiden Name:l mm
I arital Status: I Divorced j Sex lm
e e—— .

Underlined and Italicized Field Names

Underlined and italicized field names require completion of at least one of the fields. For
instance, the example below shows the Arrest Date field and the Arrest Date Unknown check box.
One of these fields must be completed in order to save the record.

st At [0510/2002 Bl v| [ e Date ik
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Shortcuts

Like most Windows applications, PTCC has certain shortcuts that can enhance the use of the
application. The following are a few of the most useful shortcuts.

Alt + Letter

Whenever you see an underlined letter on an icon or menu item, you can activate that function by
pressing the A1t key and the underlined letter. For instance, pressing the A1t + S keys at the
same time activates the Save function. The sample below shows the Save icon with the S

underlined.

Save

Date Fields

Date fields contain barrel buttons (up and down arrows) and a drop-down arrow.

DOB: [01/01/1540 [2] +|

Double-click directly in the field, and the system displays the current date. Otherwise, type the
date in the field, select it from the drop-down calendar, or use the barrel buttons to choose it.

Click the drop-down arrow, and the drop-down calendar appears.

DOE: 010141340 (£ ~ | t{f‘_‘r{]es . r

Coloar: I January I 1340

Color| Sun| Mon| Tue| Wed| Thu| Fri | Sat
2 3 4 5 B

LDiate:

o008 [ 3 [0 11|12 13
14 |15 | 16 | 17 | 18 | 19 | 20
— 21| 22| 23| 24| 25| & | F
28 | 23| 30| A

— 4 [ o

Select the year and month before selecting the day. Use the slide bar at the bottom section of the
window to change the year and month. Click to the right or left of the slide button to select the
year, click the right or left arrow to select the month, and then select the day.

Ti To enter the current date, double-click in the field; otherwise, it is easier and
p faster to type the date in the field or select it from the calendar.
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Shortcuts, continued

Drop-Down Lists

Some fields have drop-down lists from which a selection can be made by pressing the drop-down
arrow. The example below shows the Hair Color drop-down list.

Hair Cu:ulu:ur:l.-’-'-.ul:uurn b I

mest Date:f

)

Sandy i

If the desired item is on the list, it is quicker to type the first letter in the field. The system fills in
the rest of the selection. In cases where the selections include several words that start with the
same letter, pressing the first letter a second time will get the second selection in alphabetical
order. For example, for hair color press B one time and Bald appears; press B again and Black
appears. The same functionality exists in other drop-down lists, such as: Eye Color, State, and
Marital Status.

Keystrokes

The table below contains a list of keystrokes and corresponding actions.

Key Stroke Example
Ctrl+C Copy selected text or graphic to the clipboard.
Ctrl+V Paste copied text from the clipboard.
Ctrl + X Cuts selected text or graphic and copies it to the clipboard.
Shift + Tab Opens the previous window.
Space Bar Toggles a checkbox between checked and unchecked.

Sorting Summary List Box Data

All summary list boxes can be sorted by clicking a column heading.

Familp/Reference ]
MHame | Felationzhip | Addresz] | Addrezs? | City | State | Phone -
John Caze Sibling 0000 Fust Street Richmond  “irgima 80456852222
June Caze Farent 0000 First Street Richmond  Virginia 8045852222 |-
Faul Caze Step-Parent 0000 First Street Richmond  Virginia 8045852222

Click the heading you want to sort by and PTCC sorts the information in alphanumeric order,
depending on the selection. For instance, to sort a list of family members or references, click the
Name column heading and the system sorts the rows of information will in alphabetical order by
name.
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Navigating the System

Menu Bar

The menu bar contains seven menus that can be helpful when working with PTCC. The
following list shows the menu selections and the items they contain:

e File—Open Active Cases, New Case, Close, Close All, and Exit.
e Edit—Find and Find (Master-Name Index).

e Modules—1Jail Admissions, Screening, Setup, PT Placement, PT Supervision, CC Placement,
and CC Supervision.

e Reports—Run Reports.

e Administration—Support Tables, Application Settings, and Staff. (Only super users can
access the Support Tables and Staff menu items.)

e Window—Cascade, and name of all open windows, if any.

e Help—Help Index and About PTCC.

Menu availability and content may differ between sub-modules.

Some sub-modules contain more than one tab, allowing for additional

FY] Each module contains sub-modules that capture or display related information.
information to be captured.
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System Reminders

The system provides various reminders and warnings about missing information or business rule
violations, when attempting to save data. The following are some of the common dialog boxes:

Invalid Data

This appears when attempting to save information in the Demographics tab before selecting one
of the following processes: Interview/Pending, Investigation, or Intake.

Invalid Data x|

Q Yau must select one of the Fallawing: InkerviewPending, Investigation, ar Intake

Missing Information

This appears when attempting to save a window without entering all required information.

Q You must enker a First Mame

Save Changes

This appears when attempting to leave a window without saving.

Save Record ' x|

@ Changes have been made, do you want to save your changes?

Yes Mo Cancel |
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System Reminders, continued

Undo Changes

This appears when the Undo icon is clicked.

Undo Changes g |

@ Changes have been made, are vou sure wou wank to undo changes ko this record?

Yes Mo

Valid Placement

This appears when attempting to continue before entering a valid placement.

& & walid Placement must exist and be selecked before conkinuing

Pending/Closed Modification

This appears when attempting to modify placement-related information when the current status is
Pending or Closed.

Q You cannot update the Placement once the Current Status is "Closed” (-6023)
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Chapter 3: Common Operations

This chapter contains information about operations that are common to both Pretrial and
Community Corrections users, such as logging in to the system and viewing cases.

Logging In
Follow the steps in the procedure below to log in to the PTCC Case Management System.

1. Click the PTCC icon, or

Shorkcut bo
PTCC

2. Click Start>Programs>PTCC>PTCC.

28 Microsoft Excel
E E Programs
E Micrasaft FrontPage
1 @ Documents r Microsaft Cutlook
(&l Microsoft PowerPaink
i 4
E % Settings Iﬁ Cutlook Express
C @ Search fn Prcc ¥|-i- PTCC
§ (3 winzip r
=]
@ Help (= Real >
o @ RealCne Player
un...
. @ 0L Inskank Messenger (SM)  #
E D E fcrobat Reader 5.0
ut Dawr. ..
@ RaboHelp r

| B snagt & v FIPTCC User ...

[start || 0 € 1 @) >

Result: The Pretrial and Community Corrections Login window appears.

77 pretrial and Community Eurreu‘;_: x|
zer Marme: ||
Paszward: |

] LCancel |

Pretrial and Community Corrections Login window
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Logging In, continued

3. Type your user name in the User Name field and your password in the Password field.

User Name and Password are required for security and data integrity.

FY] If a different user name appears in the User Name field, that person was the last
one to log in to PTCC from that computer. To change the name, highlight the
contents of the User Name field and type your user name.

4. Click OK.

Result: If you have active cases assigned to you, the Active Cases window appears with
your cases listed. If you do not have active cases assigned to you, a blank window
appears.

e From the Active Cases window, you can select the case you want to view or update
from your active cases, view all active cases and select a case to view or update, or
close the Active Cases window and get to the blank window.

e From the blank window, you can create a new case, search for an existing case, or
access any menu on the menu bar.

The Active Cases window does not show cases that have no placements, nor
those placements that have a status of Inactive, Pending, or Closed.
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Viewing Active Cases

Upon entering PTCC, if you have active cases assigned to you, the cases will appear in the
Active Cases window. The window contains summary information about all cases assigned to
you that currently have an active placement. The cases appear as line items in the window,
showing the following information: Last Name, First Name, Middle, Date of Birth, SSN, and

FBI/NCIC.

'E: Pretrial and Community Corrections Active Cases il
LastMame | FirstMame | Middle | Date OFBith | SSN | FRINCIC |
[~ iew &l Active Cazes oK Cancel

Active Cases window

To access the Active Cases window at any time click File>Open Active Cases on
the menu bar.

October 2002 Virginia Department of Criminal Justice Services
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Viewing Active Cases, continued
Viewing All Active Cases

To view all active cases, select the View All Active Cases check box on the Active Cases window.

Result: The Active Cases window appears showing all active cases in the database,
regardless of who they are assigned to.

'E: Pretrial and Community Corrections Ackive Cases il
LastMame | FirstMame | Middle | Date OFBith | 55N | FEINCIC |
Defendant Joe h 0140141340 123456789 none
Offender Jozephine Ewample 06/10/1965 Q000a00o0 - Mone

v &ew Al Achive Cazed oK Cancel

Active Cases window

Selecting an Active Case

To select an active case from the list of active cases, double-click the case in the Active Cases
window, or highlight the case and click the OK button.

Result: The case appears in the Demographics tab of the Setup module.
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Searching for a Case

To search for a case that does not currently have any active placements, follow the steps in the
procedure below to access the Query-Setup window:

1. Click Edit>Find, or press the Control and F keys at the same time.

Result: The Query-Setup window appears.

|

%, Query - Setup

— Buerny
FirstName:IEquaI jl 5SM:[ - - Hace:l j
Middle Mame: | Equal j I DDB:I_;"_.-"_ |ﬁ;| Se:-c:l j
Last Mame: | Equal j |
— Result
Last Mame | First Name | hiddle | Birthdate | S5H | Sex | Race | CazelD |

Search I Open Reset LCancel

Query-Setup window

2. Type the criteria by which you want to search for a case in the data fields at the top of the
window. Search using any of the following criteria: First Name, Middle Name, Last Name,
SSN (Social Security Number), DOB (date of birth), Race, and/or Sex.

The Query-Setup window does not allow searches by Case ID, but Case ID
appears as part of the line item in the Result list box.
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Searching a Case, continued

The name fields contain drop-down lists that can be used to modify the search using the
following selections: Begins, Ends, Equals, or Contains.

Begins searches for a case whose name starts with the letters typed in that field.
Ends searches for a case whose name ends with the letters typed in that field.
Equals searches for a case whose name matches the letters typed in that field.

Contains searches for a case whose name includes the letters, in the order they were
typed, in that field.

3. Click the Search button.

Result: The following screen shot shows the results of a search for cases whose last
names contain the letters fen.

. Query - Setup

|

— Cluery
FirstName:IEquaI jl SSN:l - - Hace:l j
Middle Name: [Equal =] | ooe:[_/_+ Bl=l  sex =]
Last Mame: | Cortains j Ifen
— Result
LastNamel First Namel Iiddle I Birthdate | S5M | Sex | Race | CazelD
Defendant  Joe il 01/01/1940 123456783 Male  Asian  CAT7E02002081012274400
Offender Jogephine  Example  06/10/1985 000000000 Female ‘white CA17E0200206101 2564600
Search Heset LCancel

Query-Setup window

4. Highlight the case you want to open in the Result list box and click the Open button, or
double-click the case.

Result: The case appears in the Demographics tab of the Setup module.

Anytime a case is opened or a new case is created, the case appears in the
Demographics tab in the Setup module.
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Creating a New Case

Follow the steps in the procedure below to create a new case:

1. Click File>New Case.

Result: A blank Demographics tab appears.

A% Pretrial and Community Corrections Case Management System (PTCC) - [Setup - Demog 2] x|
B5. File Edit Modules Reports  Administration  Window Help - IE Iﬂ
— Aliases | Residence | Family/Reference | Employment | Other Income | Education | bt ary I
Substance Usze | Substance Treatment | Health lzsues | Other Ed/Tx Programs | Azzezzment Tests | Criminal E vents I

I | [~ Interview/Pending |~ Investigation [~ Intake | _||

g Demographics T Demographics [contd.) ]
Screening
— First M ame: || SSN:I - -
u Fiddle Name:l Suffi:-::l VI DOB: |_/"_7#
Last Mame: I Aage: I

m Maiden Name:l Hace:l vl

Marital Status:l j SBHZI ‘l
Height [in]:l Eve Color:l 'I Dependents————————————

weight (bsk[ HarCoee] ] No. of Dependents:

Language Mo, Living w/Defendant: I
Primary Language:l j

Other Desariptore vigniasione| a4
English Literate:lﬁ Interpreter Needed:lﬁ FBI NUil—
Local Tracking Mo: I

Diate Last Reviewed: m

- %0) E > Staft: |
<< Previous Save Unda Q Delete Mewt > > | Date Edited: |
| Case No.: CAT7E02002061 012274400 | 05411 /2002 [Z13FM

Demographics tab

2. Select one of the three process check boxes at the top of the window: Interview/Pending,
Investigation, or Intake. Each process activates a different set of required fields on this
screen, and throughout the Setup module. Click the Ellipses icon to see which sub-modules
are required for each process type. Once a process has been selected, type all available
information in the fields, ensuring that, at a minimum, all required fields are complete.

FY] For more information about the processes, see Demographics Data Fields on
page 4-3.
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Existing Social Security Numbers

The system provides a warning when an existing Social Security Number (SSN) has been
entered.

If an existing SSN is entered for a new case, the following dialog box appears when the case is
saved:

® The Social Secunty Mumber entered currently exists for

Mame: Jozephine Offender
DOE: 06401965

Sex Female

Do you want to replace this new record with Jozephine

Offender'z infarmation?
] me |

Existing SSN dialog box

To replace the new record with the existing information, click the Yes button. To enter a
different SSN for the new record, click the No button and enter a different SSN, or all 9’s if the
case’s SSN is unknown.

If a case’s SSN is changed to an existing SSN, the following dialog box appears when the case is
saved:

® A caze aleady existe with thiz Social Security number.
Mame: Jozephine Offender
SSM: 000-00-0000
COE; 0641041965

Fleaze verify the S5M you are attempting to enter. [Fitis
comect, notify the Super Lzer of thiz situation. Thiz 55K iz
already in uze and cannot be uzed again.

Existing SSN dialog box

Click the OK button, and verify the SSN. If the correct SSN was entered, notify the Super User
(for more information about Super Users, see Staff Access Levels on page 12-18). To save the
case until the duplicate SSN issue is resolved, click the Undo icon.
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Searching for a VA Statute or Local Ordinance

When a charge is required, it must be identified as a Virginia Code or Local Ordinance. Click the
appropriate radio button, and search for the charge.

—Yirginia Code

+ 34 Statute {~ Local Ordinance

Statute: I ﬂ

Cateqgany: I

D'escriptar:; I

Charge Elass.:l

If the charge violates a VA Statute, go to the section Searching for a VA Statute; if the charge
violates a Local Ordinance, go to the section Searching for a Local Ordinance.

Searching for a VA Statute

To enter a specific Virginia statute, search for it by clicking the Magnifying Glass icon at the end
of the Statute data field. Follow the steps in the procedure below to search for statutes:

1. Click the Magnifying Glass icon at the end of the Statute data field.

Statute:; I ﬂ

Result: The Search Statutes window appears.

. Search Statutes x|

— Qe

statte: TN - |

Categony: I j

—Result

Statutel Eategu:ur_l,ll Des-:riptu:-rl WCC Code

Search I Open Reszet Cancel

Search Statutes window
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Searching for a VA Statute or Local Ordinance, continued

Search for either a statute or a category, not both. Searching for both causes the
system to return the following message:

Search Informatii x|

Ti
p @ Mo makches Found

2. Statutes can be searched in either of two ways: by Statute number or by Category.
a. To search by Statute number:

1. Click the Statute drop-down arrow.

— Querny
Statute: j
c NEIBRER -
S1BA0Y1 10, 1-1142[4)
10.1-1142(8) L
oo |10:1-1142(C) i
Result 1711167
10.1-1167 -
statute |14 1320 !
10.1-1410 -

ii. Select a statute number from the drop-down list, and click the Search button.

Result: The related Statutes appear as line items in the Result list box.

. Search Statutes =l
— Cluemn
Statute: | 10.1-1418.2 =l
Eategory:l ﬂ
— Fesult
Statute | Categary | Descriptar | YCC Code

10.1-1418.2 CONSERMATIOMN  Improper dispozal of 107 to 489 tires  CHW-7009-M1
10114182 COMNSERVATION  Improper dispozal of 500 ar mare bres CHY-7010-F&
10.1-1418.2 COMSERYATIOMN  Improper dizpozal of tires CHyw-5424-F&

Open Reset Cancel
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Searching for a VA Statute or Local Ordinance, continued

1i.  Select the desired statute from those listed in the Result list box, and click the
Open button.

Result: The statute number appears in the Statute field, and the system
automatically fills the Category, Descriptor, and Charge Class fields.

Statute: ([INEBETEE ﬂ
Categary: |[CONSERVATION
Cezcriptor: Ilmprnper dizpozal of 107 to 499 tirez
Charge Clazs.: Ir‘-’|1
b. To search by Category:
i. Click the Category drop-down arrow.
Result: The Category drop-down list appears.
. Search Statutes x|
— Qe
Skatute: j
Cateqony: j
ABUSIVE ANDINSULTING LANGLAGE a |
~ Rasult—| AECOMPLICE
AGRICULTURE, HORTICULTURE & FO
AIRCRAFT / AVIATION
Statute ||, ' oL
AMIMALS
ARRESTS [For Ugze by State Pali
ARSON, EXPLOSIVES, BOMES w7

Search I Open Reszet Cancel
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Searching for a VA Statute or Local Ordinance, continued
ii. Select a category from the drop-down list, and click the Search button.

Result: The related Statutes appear as line items in the Result list box.

. Search Statutes

— e

Statute: I j

Eategur}':l.ﬁ.GHlEULTUHE, HORTICULTURE & FO j

— Result

Statute | Cateqony | D ezcriptor
31-249.68 AGRICULTURE, HORTICULTURE & FO  Formulas, reveal information about
3172243 AGRICULTURE, HORTICULTURE % FO  “iolation aof zale, record keeping ar Caor

| 2

<

Open | Rezet | LCancel |

1i. Select the desired statute from those listed in the Result list box, and click the
Open button.

Result: The statute number appears in the Statute field, and the system

automatically fills the Category, Descriptor, and Charge Class. fields.

Statute: |3.1-722.43 B
Category: [4GRICULTURE. HORTICULTURE & FO

Drescriptar; I‘-.-’iu:ulatiu:un of zale, record keeping or Commizs

Charge Clazs.: |M1
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Searching for a VA Statute or Local Ordinance, continued

Searching for a Local Ordinance

To enter a specific Local Ordinance, search for it by clicking the Magnifying Glass icon at the
end of the Statute data field. Follow the steps in the procedure below to search for local
ordinances:

1. Click the Magnifying Glass icon at the end of the Statute data field.

Statute: I 3]

Result: The Search Local Ordinances window appears.

i, Search Local Ordinances x|

— Cluem

Statute:; I j

— Fesult

Statute | Drescripkar

Search I Open Hezet Cancel
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Searching for a VA Statute or Local Ordinance, continued
2. Click the Statute drop-down arrow.

Result: The Local Ordinances drop-down list appears.

w, Search Local Ordinances : El

— Querny

Statute: j

01.1-0m
01.1-02
—Result—{01.1-03

Statute | Dezcriptor

Search I Open Reset LCancel

3. Select the Local Ordinance from the drop-down list, and click the Search button.

Result: The related Local Ordinances appear as line items in the Result list box.

i, Search Local Ordinances x|

— Clueny

Statute: [01.1-03 =]

— Result

Statute | D'ezcripkar
01.1-03 Refuzed Blood/Breath Test

Open Bezet LCancel
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Searching for a VA Statute or Local Ordinance, continued
4. Select the desired Local Ordinance from those listed, and click the Open button.

Result: The Local Ordinance appears in the Statute field, and the system automatically
fills the Descriptor and Charge Class. fields.

—Yirginia Code
™ W Statute & Local Ordinance

Statute: |01.1-03 B
Categorny: I

Descriphar: IHefused Blood/Breath Test

Charge Clazs.: ||'*"|3
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Searching for Courts

To enter a specific court, search for it by clicking the Magnifying Glass icon at the end of the
Court data field. Follow the steps in the procedure below to search for a court:

1. Click the Magnifying Glass icon at the end of the Court data field.

Cout Y

Result: The Search Courts window appears.

i, Search Courts x|

— Qe

Locality: I j

Court Tepe: I j

— Fesult

Locality | Court Type |

Search I Open Reset LCancel

Search Courts window

Searching by locality returns all courts serving the locality.

FY] Searching by court returns all localities served by that court type (General
District, General District Criminal, General District Criminal & Traffic, General
District Traffic, or Juvenile & Domestic Relations).

o It is recommended that you search for either a locality or a court type, not both.
Tlp Searching for both may return the No Matches Found error message if the wrong
combination is entered.
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Chapter 3-Common QOperations

2. A Court can be searched in either of two ways: by Locality or by Court Type.

b. To search by Locality:

1. Click the Locality drop-down arrow.

Result: The Locality drop-down list appears.

i, Search Courts

— Quermy
Locality: j
Court Type: |ccomack =
Albemarle —
Alesandria =
— Result i!-lneeg:geny =
- Arlington =
Locality .-“-‘-.ugl.?sta L
Bath w

ii. Select a locality from the drop-down list, and click the Search button.

Result: Matches for the Locality and any Court Type appear in the Result list box
in the Search Courts window.

i, Search Courts

— Qe

Lacality: I.-i'-.cc-:umal:k

Court Type: I

— Reszult

Locality

| Court Type

Aocomack,
Aocomack,
Accamack,
Accamack,

eneral District - Criminal
Eeneral Districk - Traffic
Juwenile & Domeshic Relations
Circit

October 2002
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Searching for Courts, continued

1i.  Select the desired court from the Result list box, and click the Open button.

Result: The locality and court type appear in the Court field.

— Original Court &zsighment [first appearance before judge]

Hearing Tvpe: I j Nates: =]
Caurt: |ﬁccomack - Circuit ﬂ
eec | T

Court Date; I—"l—"l E :I Tirne: I
Fioaon: I j

c. To search by Court Type:
1. Click the Court Type drop-down arrow.

Result: The Court Type drop-down list appears.

. Search Courts

— Qe
Lu:n:alit_l,l:l j
Court Type: j
Circuit
General District - Crimital
~ Result General Distict - Crininal & Traffic
—— General District - Traffic —
Locality |Juvenile & Domestic Felations
Juvenile and Domestic Belations
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Searching for Courts, continued

ii. Select a court type from the drop-down list, and click the Search button.

Result: Matches for all localities that have that court type appear in the Result
list box in the Search Courts window.

. Search Courts x|

— Query
Locality: I

[
[

Court Type: I Circuit

— R esult

Locality | Court Type | -
Arccamack Circzuit s
Albernarle Circuit

Alewandria Cirzuit

Alleghery Circuit

Amelia Circzuit

[ Y R, | . § j

iii. Select the desired locality from the Result list box, and click the Open button.

Result: The locality and court type appear in the Court field.

— Original Court &zsighment [first appearance before judge]

Hearing Tupe: I j Mates: ﬂ
Court: I.-’-'«ccomack - Cirit ﬂ
prc | g

Court [ ate: I_r"_f' E :I Tirne: I
R oo I ﬂ
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Statewide Search for Defendants and Offenders

The Master-Name Index is a database that contains records for all cases in the state that have at
least one current and/or past PTCC placement. Use the Master-Name Index to search the
statewide database of defendants and offenders who have an active, inactive, or closed PTCC
placement in a locality in the state. For more information about a case identified in the Master-
Name Index, call the program listed in the Master-Name Index record for that case.

Using Edit>Find (Master-Name Index) to Locate a Defendant or Offender

Follow the procedure below to conduct a statewide search for a defendant or offender.

1.

3-20

i]% pretrial and Community Corrections Cas
File | Edit Modules Reports  Adminiskration
Ckrl+F

] ChHT

Result: The Query-Master Name Index window appears.

Click Edit on the PTCC menu bar, and click Find (Master-Name Index), or press the Ctrl and
I keys at the same time.

. Query - Master Name Index ll
— Query

FilstName:I v“ SSM:| - - Race: | =]

Last Mame: I Equal jl DEIB:I_."'_."'_ - Se:-c:l j
Current Status: I j Lacality: I - |

Frogram

’7 ™ Pretrial " Community Comrections & Bath
— Result

Last Mame I First Mame I Birthdate I S5H I Sex | Race

<] | i

Search I Beset | Cancel |
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2. Select the Radio button to search the desired program (Pretrial, Community Corrections, or
both).
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Statewide Search for Defendants and Offenders, continued

3. To search for a case, type the search criteria in the data fields at the top of the window.
Searches can be completed by First Name, Last Name, Current Status, SSN (Social Security
Number), DOB (date of birth), Locality, Race, and/or Sex.

The name fields contain drop-down lists that can be used to modify the search using the
following selections: Begins, Ends, Equals, or Contains.

Begins searches for cases whose names start with the letters typed in that field.
Ends searches for cases whose names end with the letters typed in that field.
Equals searches for cases whose names match the letters typed in that field.

Contains searches for cases whose names include the letters, in the order they were typed,
in that field.

4. Click the Search button and the cases that match the search criteria appear in the Result list
box. The Result list box shows the following information about each case: Last Name, First
Name, Middle Name, Suffix, Birthdate, SSN, Sex, Race, Case ID, Locality, No. PT Plcmts, PT
Status, PT Status Date, No. CC Plcmts, CC Status, CC Status Date, Program, SID, and FBI No..

5. [If'the specified case is found, call the locality where the case has a current or past PTCC
placement.
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Chapter 4: Setup Module

This chapter contains information about the Setup module. The module captures and displays
information in PTCC. When opening a new or existing case, PTCC opens to the Demographics
tab in Setup. Setup includes the following sub-modules:

Demographics

Aliases

Residence
Family/Reference
Employment

Other Income
Education

Military

Substance Use
Substance Treatment
Health Issues

Other Ed/Tx Programs
Assessment Tests
Criminal Events—accesses the following sub-modules:
Pending Charges
Outstanding Warrants
Prior Criminal Activity

Information in the Setup module is required by minimum standards as part of
program operations.
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Demographics

The Demographics sub-module captures and displays personal information about a case. The
sub-module consists of two tabs: Demographics and Demographics (contd.).

Demographics Tab

The Demographics tab allows for the addition, modification, or deletion (with limitations, see
Appendix A: Deleting a Case, Placement, and/or Screening on page A-1) of personal information
about a case. Data entry minimum requirements for this tab vary, depending on the process that
is being completed: Interview/Pending, Investigation, or Intake. One of the processes must be
selected in order to save the information. Once the process is selected, the system identifies the
minimum required fields by underlining the field names. When a new case is saved, the system
automatically assigns a case number, which appears in the bottom section left corner of the
PTCC window.

i Pretrial and Community Corrections Case Management System {PTCC) - [Setup - D: = IE Iﬂ
B3 File Edit Modules Reports Administration ‘window Help = |ﬁ' |5|
DEREEERhiEs  Aliases | Residence | Famiy/Reference | Emplopment | Otherlncome | Education | Milita
Substance Use | Substance Treatment | Healthlssues | Other Ed/Tx Frograms | Assessment Tests | Criminal Events
[Wame: ifender, Josepfine: S5N: 00000000 DOE: 06/10/1965 | I Intervisw/Perding | Invastigation @ Intske | = |
g Demographics T Demographics [contd.] ]
Screening -
First Mame: [Josephine 55H: [000-00-0000
u Middle Name: [E xample Sufls: | =] poe: [6/101%65 [~
Last Mame: Ifoander Age: IB?
m Maiden Mame: ICaSe Bace: IW’hite 'l
PT Plemnt Marital Status: IManied =] EIFemale 'I
@ Height [in): |54 Eye Color: | Brown j Dependents
PT Supv wieight (Ibs) [135 Hair Color: [ Black | No.of Dependerts [0
O% Language Na. Living w/Defendant: ID
Primary L anguage: | E nglish hl
CC Plemnt [eral =l
Other Description:l Wirginia SI10 Mo I\"'M 23456 Ql
E?Sﬁ Endlizh Literate: IYes 'l Interpreter Needed: I Mo = MINU”E
upy
Local Tracking Mo: INone
5 Date Last Heviewed:lMMz’DDz’YY\N E :l
Fepoits
v@ <:| g réi) Lj ﬁ Staff: [Caze, Manager
il << Previous | Save Undo Hew Delete et 5> Date Edited: [06/21/2002 11:35 &M
| Case Mo.: CA1760200206101 2564500 | 0842142002 [11:46 &M

Demographics Tab

The Interview/Pending process is used when interviewing a defendant in
preparation for an investigation and to set up a placement in advance of an intake

FY] (pending).

The Investigation process is used when completing a pretrial investigation.

The Intake process is used when performing a full intake.

Only users with Supervisor rights to PTCC can enter a Date Last Reviewed. For more
information about Supervisor rights, see Staff Access Levels on page 12-18.

Click the New icon to clear the data fields on both tabs and enter a new case.
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Demographics, continued
Demographics Data Fields

The following table lists the minimum required fields based on the process type selected in the
Demographics tab. The table shows the field names, whether they are required, and what should
be entered.

Interview/Pending Process Six fields are required when conducting an Interview, or

Requirements setting up a pending PT or CC Placement.
Field Required Entry
First Name Yes Type first name.
Last Name Yes Type last name.
SSN Yes Type Social Security Number. If unknown, use all 9’s.
DOB Yes Select date.
Race Yes Select from drop-down.
Sex Yes Select from drog-down.
Investigation Process All Interview requirements plus these three fields are
Requirements required for an Investigation.
Field Required Entry
Martial Status Yes Select from drop-down.
No. of Dependents Yes Type number of dependents.
ggf;g;ﬁf w/ Yes Type number of dependents living with the case.

e —
Intake Process Requirements | All Interview and Investigation requirements plus these

five fields are required for an Intake.

Field Required Entry
Primary Language Yes Select from drop-down.
Other Description No Type language.
English Literate Yes Select from drop-down.
Virginia SID No. Yes Type number; the system allows None.
FBI No. Yes Type number; the system allows None.
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Demographics, continued

Non-required fields These fields are not required, but are strongly
recommended.
Field Required Entry
Middle Name No Type middle name.
Suffix No Select from drop-down.
Maiden Name No Type maiden name.
Height (in) No Type height in inches.
Weight (Ibs) No Type weight in pounds.
Eye Color No Select from drop-down.
Hair Color No Select from drop-down.
Interpreter Needed No Select from drop-down.
Age - System filled.
Local Tracking No. No Type local tracking number.
Date Last Reviewed No Select date.
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Demographics, continued
Demographics (contd.) Tab

The Demographics (contd.) tab is a continuation of the Demographics tab. It captures and
displays additional personal information about a case.

% Pretrial and Community Corrections Case Management System (PTCC) - [Setup - Demogra) - Iﬂlﬂ
B3 File Edit Modules Reports  Admimistration  Window  Help = |ﬁ' |ﬂ
— sliases | Residence | Family/Reference | Employment | Otherlncome | Education | Pt ary I
Substance Use | Substance Treatment | Health lssues | Other Ed/Tx Programs | Aszsessment Tests | Criminal E vents I
[Name: ffender, Jasephine; S5N: D0000000; DOE: 0/10/1985 | I Interview/Pending | Investigation IV Intake | — |
g Demographics T I ]
Screening — Citizenzhip — Diriver's License
Citizen of. |UL.5. | DL Mo |
Other Description: I State Licensed: IVilginia j
m Country of Birth: IU.S. ﬂ Valid License: IYes j
State of Birth: |'irginia hd Reazon [nvalid:
PT Plemnt |vig =l !
@ Diocument Type:l j Vehicle Access: IYes j
PT Supw —Motes [Scars, Marks, Tattoos, ete]————————————————
— Public: Transpartation Access: |Yes j J
" Medical Insurance Type: IUnknown ﬂ
CC Plemnt
CC Supw ;I
(% [ Include Motes on Court Repart
Reports
# <:| E &3) Lj E Staff- |Case, Manager
Il <4 Previous Save Unda Hew Delete Mext > Date Edited: |DB;’2‘I /2002 11:35 Ak
| Case No.: CAT7502002061012564500 | 08/29/2002 [g13aM

Demographics (contd.) tab

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields on both tabs and enter a new case.
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Demographics, continued
Entering SID Numbers

One SID (State Identification) number can be entered directly into the Virginia SID No. field.
Follow the steps in the procedures below to add, modify, or delete additional SID numbers:

1. Save the information on the current Demographics tab.

2. Click the Magnifying Glass icon beside the Virginia SID No. field.

Virgiria 51D Mo | EY

Result: The Additional State Identification Numbers window appears.

i, Setup - Additional State Identification Numbers x|
—5SI0's

SID Murnber | State | validirginia 51D |

Wil 234586 Yirginia Yes

SID Murmber: || State:l j [T “alid 51D

Save I Urdo | Hew | Lelete | Cloze

If the SID Number field contains a SID Number, that number and any additional
SID numbers appear in the SID’s list box.

Adding a SID Number

To add a SID number, follow the steps in the procedure below:
1. Click the New button to clear the fields.

2. Type the SID number in the SID Number field.

3. Click the State drop-down arrow.

4. Select a state from the drop-down list.
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Demographics, continued
5. If'this SID is the valid Virginia SID, select the Valid SID check box.
6. Click Save.
Result: The new SID number and related information appear in the list box. When the

Valid SID check box is activated, Yes appears in the summary list box under the Valid
Virginia SID column.

. Setup - Additional State Identification Numbers x|
—SID's

51D Mumber | state | alid virginia SID |

W1 23456 Yirginia Yes

4234567 [Georgia Mo

SI0 Mumber: [¥&1 23456 Sitate: | virginia ~| W walidsiD

Delete | LCloze |

Save {8 ax]

FY[ The SID marked as valid is the one that appears on the Demographics tab.

Modifying a SID Number

To modify a SID number:

e select a SID number in the list box

e make the changes in the data fields at the bottom section of the window, and
e click the Save button.

Deleting a SID Number

To delete a SID number:
e select a SID number record in the list box, and
e click the Delete button.
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Aliases

The Aliases sub-module captures and displays alias information for a case. The sub-module
contains one tab, Aliases. The tab contains a summary list box showing: First Name, Last Name,
Middle Name, SSN, and DOB. Select an alias record in the list box, and the details for that record
appear in the fields at the bottom section of the tab. Use the fields in this tab to add, modify, or

delete alias information.

% Pretrial and Community Corrections Case Management System {PTCC) - [5_'etu|:| - Alia = IE’ |_)§J

B File Edit Modules Reports  Administration  SWindow Help = |E’ Iﬂ
Demographics _ Residence | Family/Reference | Employment | Otherlncome | Education | tdilitary I
Substance Uze | Substance Treatment | Health Issues | Other Ed/Tx Programs | Assessment Tests | Criminal Events I

|Name: Defendant, Jos; SSN: 123456789; DOB: 01/0141340

| I Interview/Pending I lrwestigation ¥ Intake | _||

Aliazes

Screening

1

First Marre | Last Name | Middie Mame | 550 | DOE

u Joey 010141950
PT Plemnt PR I‘JDE"" Usged During Arrest: I—LI
@ Middle Name: | Suff| x| Howdwhers Usedt
m Lt Alaana I
oon I — Mates
CC Plemnt a
pE—— L8 [01401/1950 El-]
CC Supy =
Reports
‘# @ Llj Iﬁ Staff: |Case. Manager
#l <« Previous Save Unda Hew Delete MHest »» D ate Edited: 106/10/2002 12:28 P

| Case No.: CAT7602002061 012274400

[ 7 /08/2002 [7404M

Aliases tab

Select Yes from the Used During Arrest drop-down list, if the person used the alias at the time of
the arrest. Type comments about how and where the person used the alias during the arrest in the

How/Where Used data field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another

alias.
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Residence

The Residence sub-module captures and displays information about the case’s current and past
addresses. The sub-module contains two tabs: Residence and Residence (contd.).

Residence Tab

The Residence tab contains a summary list box showing: Homeless, From, To, Address Type,
Address Line 1, Address Line 2, City, State, and ZIP. Select a residence record in the list box, and
the details for that record appear in the fields at the bottom section of the tab and on the
Residence (contd.) tab. Use the fields in this tab to add, modify, or delete residence information.

The Investigation and Intake processes require entry of at least one address.

PTCC uses the last residence record entered as the current residence for
correspondence and in other instances when an address is needed.

i[Z Pretrial and Community Corrections Case Management System (PTCC) - [Setup - B 18] x|
B4 File Edit Modules Reports  Administration  Window Help 18| x|

Demooraphics | Aliases | |BFESEERGEN  Famil/Feference | Employment | Otherlncome | Education | Military
Substance Use | Substance Treatment | Healthlssues | Other Ed/Tx Frograms Aszessment Testz | Criminal Events

IName: Offender. Josephing: SSM: 000000000; DOB: 06/10/19365 | I~ Interview/Pending |~ Investigation M Intake | _||

g Residence T Residence [contd.) ]
Screening
Homelessl From I TDI Addresz T_l,lpel Addrezs Line 1 I Address Line 2| City I State I Zip
u Mo 06A0/2001 Frimary 1234 Main Strest Richmond  “irginia 1111171111

73 — Residence = Time In — Addre:

PT Plernt Homeless: [{TESG—_—__ | peeafvist |20 sy [0 ¥ Physicaliddiess | Maiing Address
Eized
e IYes v| State [vrs] |2_u' (Most [u_ Line 1: {1234 Main Sireet
PT Supy Besidence Lire 2 I
Status: iHent :I' = i
~ Time at Present Address Cily: IHichmond
R From: IDEH T — _
Yil.l_ Mos:lu_ State:l\-"nglnla ﬂ Zlﬂl””"'””
M To;IMMJDDM’YE:I
~ Phaone

e | efed: [¥os "= urber [B04555-1111 Ext |
Werified By: |F'au| Caze-Father Tupe: IHome vI

Reports
V# <:| n i\@ Lj Dm Staff: |Local, Probation
3l <4 Previous Save Unda Hew LDelete Mest »» Date Edited: [06/10/2002 12:59 PM
| Case Mo, CAT7E02002061 01 2564600 | 07/01 /2002 [11:15 4M

Residence tab

Homeless, Fixed Address, Time In Area, and Time in State are case-specific fields rather than
residence-specific. When these fields change in one record, they automatically change in all

records.
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Residence, continued

If the physical address is the same as the mailing address, click both check boxes, enter the
physical address, and the mailing address will automatically be filled on the second tab.

If the physical address differs from the mailing address, click the physical address check box,
enter the physical address, and then enter the mailing address on the 2" tab.

FY-, The mailing address, if entered, is used for all correspondence to the case. If
mailing address is not entered, the physical address will be used.

Click the New icon to clear the data fields on both tabs and enter another residence.

Residence (contd.) Tab

The Residence (contd.) tab is a continuation of the Residence tab. The tab captures and displays
additional information for the residence record.

i[% pretrial and Community Corrections Case Management System (PTCC) - [Setup — ": 18] x|
B4 File Edit Modules Reports  Administration  Window Help 18| x|
Demooraphics | Aliases | |BFESEERGEN  Famil/Feference | Employment | Otherlncome | Education | Military
Substance Use | Substance Treatment | Healthlssues | Other Ed/Tx Frograms Aszessment Testz | Criminal Events
IN ame: Offender, Jozephine: S5M: 000000000; DOB: 06101965 | I~ Interview/Pending |~ Investigation M Intake | _I |
% Residence T ]
Screening
—Motes
Lives wWith: |Mark Offender ;I
Al—ij Relationship: ISpouse LI
— hailing Address
ik |F'.D. Bax 0000
Like 2: I
City: |Hichmond =l
State: I\-‘irginia j Zip: 111111'1 11 [ Include Motes on Court Feport
n i\@ Lj Dm Staff: |Local, Probation
<< Previous Save Undo Hew LDelete Mest »» Date Edited: 0641042002 12:59 PM
| Case Mo, CA17E02002061 01 2564600 | 07/01 /2002 [11:16 &M

Residence (contd.) tab

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields on both tabs and enter another residence.
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Family/Reference

The Family/Reference sub-module captures and displays information about a case’s family
members and references. The sub-module consists of one tab, Family/Reference. The tab contains
a summary list box showing: Name, Relationship, Address1, Address2, City, State, and Phone.
Select a family/reference record in the list box, and the details for that record appear in the fields
at the bottom section of the tab. Use the fields in this tab to add, modify, or delete
family/reference information.

When Family/Reference information is obtained, the following fields are
required for the selected process:
FY] e Interview/Pending: Name.
¢ Investigation and Intake: Name, Relationship, Verified, and either City, State,
or Phone Number.

i[: pretrial and Community Corrections Case Management System (PTII) < [SIEtup —F 1! = IE’ |_>§]
B File Edit Modules Reports  Administration  Window Help -8 x|
Demographics | Alisses | Residence | [IESRiMEEREREaS  Erployment | Otherlncome | Education | Miltary |
Substance Use | Substance Treatment | Health Issues | Other Ed/Tx Programs | Assessment Tests | Criminal Events |
IName: Offender, Jogephine; S5M: 000000000; DOE: 06/10/1965 | ™ Interview/Pending |~ Investigation ¥ Intake | _||
g Family/Reference i
Screening
Hame | Helationshipl Address] | Address2| City | State | FPhone
u Faul Caze Parent 0000 First Street Richmond  Wirginia 8045552222
BT Blamnt Marie: |F'au| Case Frequency of Contact: |Dai|_|,n j
Relationzhip: I Parent j
@ — Phone —known How Long————————
PT Supw Mumper [1B04]555-2222 Ext| Visi[36 Mo | | Vered[ves ]
Type: -
Ype: IHome _I =T
CC Plemnt - Addrs =

Line:1: 0000 First Street

M Line 2: I
S L IF!ichmond _I
@ St IVirginia j' ip: |1 1T [~ Include Notes on Court Report
Reports
# E i\@ Lj E |:> Staff: |Local, Probation
Al <4 Previous Save Urida Hew LDelete Mest »> Date Edited: |DE,-'1 02002 01:00 P
| Case Mo CAT7E0200206101 2564600 | 0740172002 | 1116 &M
Family/Reference tab

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
family/reference record.
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Employment

The Employment sub-module captures and displays information about a case’s employment
history. The sub-module contains two tabs: Employment and Employment (contd.).

Employment Tab

The Employment tab contains a summary list box showing: Currently Employed, From, To,
Company, Supervisor, and Phone Number. Select an employment record in the list box, and the
details for that record appear in the fields at the bottom section of the tab and on the Employment
(contd.) tab. Use the fields in this tab to add, modify, or delete employment information.

| ! | The Investigation and Intake processes require at least one employment record.
u [ ]

PTCC uses the last employment record entered as the current employment in
instances when employment information is needed.

* Pretrial and Community Corrections Case Management System (PTCC) - [Setup - Emj — Iﬂlﬂ
B3 File Edit Modules Reporks Administration  Window Help = |ﬁ'|1|
Demographics | Aliases | Residence | Familp/Reference | IEMplapmentll  Other Income Education Hilitar
Substance Use |  Substance Treatment | Healthlssues | Other Ed/Tx Programs | Assessment Tests | Criminal Events
[Iame: Difender, Josephine; SSH: 00C0OO0D0; DOB: 06/1071985 | I Interview/Pending [ Investigation ¥ Intake | _||
g T Emplayment [contd.] ]
Screening
Currently Emplnyedl From | To | Company Namel Supervisor| Fhone Number
ez 07/01/2002 07/03/2002 Acme [757) 555-2323
ez 07A16/2001  0F/01/2002  Jacks Snacks
m — Mote:
FT Flemnt
@ Currently Employed: IYes vl ;I
PT Supv Total Met Manthly Income: |$SUD.DD
O% Unemployed
CC Flemnt Since: I_.-"_.-" HLI
M Status: I LI
CCS ion:
e Last Docupation: I [ Include Motes on Court Report
Repoits
# <:| g @ Lj ﬁ Staff: [Case, Manager
ul <« Previous Save Unda Hew Delete Nest »> Date Edited: |08/29/2002 08:23 &AM
| Case Mo.: CATTEO2002061 012564600 | 08/29/2002 [8:37 aM
Employment tab

The Employed and Total Net Income data fields are case-specific rather than employment-
specific. When either of these fields changes in one record, the field automatically changes in all
records.

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields on both tabs and enter another employment.
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Employment, continued

Employment (contd.) Tab

The Employment (contd.) tab is a continuation of the Employment tab. The tab captures and
displays additional information for the employment record.

% Pretrial and Community Corrections Case Management System (PTCC) - [Setup - Employm - Iﬂlﬂ
B3 File Edit Modules Reports  Admimistration  Window  Help = |ﬁ' |ﬂ
Demogiaphics | Aliases | Residence | Famip/Reference |_ Other Income | Education | Pt ary I
Substance Use | Substance Treatment | Health lssues | Other Ed/Tx Programs | Aszsessment Tests | Criminal E vents
[Name: ffender, Jasephine; S5N: D0000000; DOE: 0/10/1985 | I Interview/Pending | Investigation IV Intake | — |
g Emplovment T ]
Screening — Company — Employed
Mame: IAcme From: I 07./01/2002 |ﬂLI Te: I 07/03/2002 |ﬂ;|
Line 1: |5555 State Street Status: IPart-Time ﬂ
m Line 2: I Occupation: I
BT Bl City: [Norfalk Decupation Type: | =l
@ State: I\,-'e[mgnt j Zip: |23435-3234
PT o Phone: |[F57)555-2323  Ext: | ages
Phone Type: I j Wages F'aid:l F'er:l j
CF Plemnt Supervisar: I Hours Per F'eriod:l “work, Hours:l
M — Employment Yerification
Werified: -
CC Supw I J
% M armne: |
Reports
# <:| E @ Lj E [> Staff- |Case, Manager
i 44 Previous Save Undo Hew Delete Mgt > Date Edited: |DB,’29,-'2002 08: 23 &b

| Case No.: CAT7502002061012564500 | 08/29/2002 |&:338M

Employment (contd.) tab

Click the New icon to clear the data fields on both tabs and enter another employment.
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Other Income

The Other Income sub-module captures and displays information about additional income
sources a case may have that are not a result of employment. The sub-module consists of one tab,
Other Income. The tab contains a summary list box showing: Income Type, From, To, Amount,
and Pay Freq. Select an other income record in the list box, and the details for that record appear
in the fields at the bottom section of the tab. Use the fields in this tab to add, modify, or delete

other income information.

i[% Pretrial and Community Corrections Case Management System (PTCC) - [Setup - Other Inc = |ﬁ'|l|
B3 File Edit Modules Reports  Administration  Window Help 18] x|
Demographics | Aliases | Residence | Famip/Refersnce | Employment | [IOIRSHIRGEMEN_ Education | Miltary |

Substance Use | Substance Treatment | Health lzsues | Other Ed/Tx Programs | Azzessment Tests | Criminal E vents |
[Name: ffender, Jasephine; S5N: D0000000; DOE: 0/10/1985 | I Interview/Pending | Investigation IV Intake | J|
Other Income ]
|ncome T_l,lpel From I TDI Amountl Pay Freg.
Food Stampz 0141042002 230 tonth

— Income Werified by

r Other Income

Tuvpe:

Food Stamps Verified: IYES vl

Other Description: I

Name:lPauI Caze

Arnourt: |$23D.DD Pay Freq.: I Month A I Mot
asldkfiazdkIfklasdf ﬂ
From: [l A0/2002 B~ Tor| /¢ = R
Source: I
Reference Mo.: | J
E @ L,j E Staff- |Case, Manager
<< Previous Save LUnda Hew Delete Megt >3 Date Edited: |08/29/2002 0829 Ak
| Case No.: CAT7502002061012564500 | 08/29/2002 | 2:40 8M
Other Income tab

If Other is selected from the
Other Description data field.
number in the Reference No

Type drop-down list, type a description of the Other Income in the
Type the income source in the Source field. Type any identifying

. field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another

other income.
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Education

The Education sub-module captures and displays information about a case’s education. The sub-
module consists of one tab, Education. Use the fields in this tab to add, modify, or delete

education information.

The Investigation and Intake processes require education information to be

completed.

=181
B File Edit Modules Reports  Administration  SWindow Help _|E’|ﬂ
| Residence | Family/Reference | Employment | Other Income |_ b ilitary

i[% Pretrial and Community Corrections Case Management System {PTCC) - [5'etu|:| :-'E,':_ .

Demographice | Aliases
Substance Uze | Substance Treatment | Health Issues | Other Ed/Tx Programs | Assessment Tests | Criminal Events
[Name: Dffender. Jasephine: S5N: 000000000; DOB: 06/10/1965 | I Interview/Rending [ Investigation ¥ Intake | =i |
Education ]
Screening

u Able to Bead English: IW vl Student Status:l j
Able towWiite English:IYes 'l Student Since: |MMJDDNY‘N =
73 Cunently & Student: | Mo = Last Grade Completed: |12th Grade id|

PT Plemnt

E —Motes

PT Supw

Lazt/Curent Schoal: |Loca| High 5 choal

CC Plemnt
CC Supy
:§ [~ Include Motes on Court Repart
Reports
‘# <:| E @ Llj Iﬁ Staff: |Local, Prabation
bl << Previous Save Unda New Delete Negt 55 Dake Edited: |06/10/2002 01:05 P
| 07/01/2002 [11:17 &M

| Case No.: CA1 760200206101 2564600
Education tab

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.
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Military

The Military sub-module captures and displays information about a case’s prior military service.
The sub-module consists of one tab, Military. Use the fields in this tab to add, modify, or delete
military information.

FY[ Current military service should be entered in the Employment sub-module.

i[% Pretrial and Community Corrections Case Management System {PTCC) - [S'Etup - 3 & x|
B File Edit Modules Reports  Administration  SWindow Help = IE’ Iﬂ
Demographice | Aliases | Residence | Family/Reference | Employment | Otherlncome | Education |q
Substance Uze | Substance Treatment | Health Issues | Other Ed/Tx Programs | Assessment Tests | Criminal Events
|N ame: Offender, Jozephing: S5N: 00O000000; DOB: 06101965 | I Interview/Pending I~ Investigation M Intake | _I |
Military 1
Screening
u Branch: [{EMES Grad%x;?:hri?;:lunkmwn
Discharge Type: IHonorabIe LI Glad:}ag?l:: IUnknown
4 VA Bensfits dwail: [es &l
BT Blemnt D ates of Service
_@ Lacation: [LInknown { From: 06101985 8] | To:|06101558 5] -]
PT Supy ke
CC Supy _I
—E [ Include Maotes on Court Report
Reports
‘# <:| E @ Llj Iﬁ Staff: |Local, Probation
bl << Previous Save Unda New Delete Negt 55 Dake Edited: |06/10/2002 01:05 P
| Case No.: CA1760200206101 2564500 | 07/01/2002 [11:152M

Military tab
If the person is eligible to receive Veteran Administration (VA) benefits for medical insurance,
select Yes from the VA Benefits Avail drop-down list. Type the location where the person served
military duty in the Location field.

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.
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Substance Use

The Substance Use sub-module captures and displays information about a case’s current and
past substance use. The sub-module consists of one tab, Substance Use. The tab contains a
summary list box showing: LOU (length of use) Yrs, LOU Mos, Substance, Frequency, Method of
Intake, and Date of Last Use. Select a substance use record in the list box, and the details for that
record appear in the fields at the bottom section of the tab. Use the fields in this tab to add,
modify, or delete substance use information.

The following fields are required for the selected process:

FY] e Interview: Substance.
e Investigation or Intake: Substance, Frequency, Length of Use (yrs./mos.),
Date of Last Use, Age at First Use, and No. of Times Used (Last 30 Days).

i[% Pretrial and Community Corrections Case Management System (PTEEj - [5'étu]':| - 5ul -_ & x|
B File Edit Modules Reports  Administration  SWindow Help = IE’ Iﬂ
Demographice | Aliases | Residence | Family/Reference | Employment | Otherlncome | Education | tdilitary |
m Substance Treatment | Health lssues | Other Ed/Tx Programs | Assessment Tests | Criminal Events |
[Name: Dffender. Jasephine: S5N: 000000000; DOB: 06/10/1965 | I Interview/Rending [ Investigation ¥ Intake | =i |
E Substance Use i
Screening
Lay Yrsl Loy MDSI Substancel Frequenc_l,ll ethod oflntakel Date of Last sze
u 15 ] Alcohal Diaily Dirink. 04./10/2002
I Substance Abuze Concemn | wWithdrawal Symptoms
Fﬂwl j I Primary Diug of Choice [ Dual Diagrosis
Length of Use ™ Interest in Treatment [~ Black Outs
’7 ml MI ™ Overdose
CC Plemnt Date of Last Use: [MM/DD /7YY - itz =
M Age at First Use: I
CC Supy Method of Intake: | j =l
Mo. of Times Used
@ [Last 30 Daus]: | I Include Motes on Court Report
Reparts
I T ISR e —
l << Previous Save Undo Hew Defete Newt >» Date Edited:
| Caze Mo CA1760200206101 2564500 | 0701 /2002 [11:18 4M

Substance Use tab

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
substance use record.
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Substance Treatment

The Substance Treatment sub-module captures and displays information about a case’s current
and past substance treatment. The sub-module consists of one tab, Substance Treatment. The tab
contains a summary list-box showing: Treatment From, Treatment To, Primary Substance,
Provider, Status and Contact. Select a substance treatment record in the list box, and the details
for that record appear in the fields at the bottom section of the tab. Use the fields in this tab to
add, modify, or delete substance treatment information

Interv

iew: Primary Substance.

FY', The following fields are required for the selected process:
[ ]

e Investigation or Intake: Type, Primary Substance, and Status.

:[% Pretrial and Community Corrections Case Management System (PTCC) - [Setup - = |ﬁ'|_>_<]
B File Edit Modules Reports  Administration  Swindow  Help 18] x|
Demographics Aliases | Residence | Famiy/Reference | Employment | Otherlnsome | Edusation | Milary |

—Substance Use | INSUBHBREBTIBBMEPEN] _Heolh ssues |

Other Ed/T % Pragrams

| Assessment Testz | Criminal Events |

IName: Offender, Jogephine; SSM:; 000000000; DOB: 061041965

| ™ Interview/Pending [ Investigation ¥ Intake | _I|

Substance Treatment ]
Screening
Treatment From | Treatment To | Frimary Substance | Provider | Statusg
u 061042000 Alcohol Currently in treatrnent
— Treatment Provider
m Type: IW 'I Name:l
FT Plcmnt Prirnary Add
Substance: I.&Icohol ﬂ Li:;s‘ls:
Secondary ﬂ ;
Substance: I Line 2:|
PT Supy Status: IEurrentIy in treatment ﬂ Cit}l:l
From: [06/10/2000 [ +] Ta: [MM/DDAYYIE] -] Statz:| = Zin
CC Plcrnt Entered Program: I\."dun[a[il_p j
Mot — Contact
M — _I N arne: I
m | ;I Phone: I[ iz Ext: I
{% [ Include Motes on Court Repart Type: I ﬂ
Reports
# g rfgj Lj E Staff: Local, Probation
% 44 Previous Save Unida Hew Delete Mgt »> Date Edited: |IJB.-’1 02002 01:08 P

Caze Mo CA17E0200206101 2564600

Substance Treatment tab

[ o7/ /2002

[17:18 &M

Click the Include Notes on Court Report check box to include these notes in the Court Report. If

the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another

substance treatment.
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Health Issues

The Health Issues sub-module captures and displays information about a case’s health, not

including substance use information. The sub-module consists of one tab, Health Issues. The tab

contains a summary list box showing: From, To, Health Issue, Provider, Current Status, and

Contact. Select a health issue record in the list box, and the details for that record appear in the
fields at the bottom section of the tab. Use the fields in this tab to add, modify, or delete health

1ssue information.

e Interview: Issue.

FY', The following fields are required for the selected process:
e Investigation or Intake: Issue and Status.

i[: pretrial and Community Corrections Case Management System (PTCC) - [SIEtuD = = IE’ |_>§]
B File Edit Modules Reports  Administration  Window Help -8 x|
Demoaraphics | Aliazes | Rezidence | Family/Reference | Employment | Other lncome | Education | ilitany |

Substance Use | Substsnce Treatment | [DFAESHRISSEESS  OtherEd/TxPrograms | Assessment Tests | Criminal Events |

[Name: Dffender, Jasephine; SSN: 000000000, DOB: 06/10/1965 | I Interview/Pending | Investigation ¥ Intake | =i |
g Health lssues ]
Screening
Fraom I To I Health |ssue I Frovider I Current Status I Contact
u 0641041938 06A0/1993 Depression  Local Area Community Services  Completed Local Therapist
73 —Health lssue — Provider
FT Plernt Name;ILocal Area Community Services
Status: ICompIeted j Adﬂr::?.
From: |06/10/1998 (& »| 70: [06/1041999 15 ] |
~Notes City: I
- State: |vinginia hd| Zip:f 111111111
— Contact
M ame:lLocaI Therapist
e Phone:l[304]222'2222 Ext:|22
[ Include Motes on Court Repart T}'PEZIWUTk LI
E @ L,j Iﬁ Staff: |Local, Prabation
<< Previous Save Unda New Delete Negt 55 [Dake Edited: J06/10/2002 01:10 P
| Case No.: CA1760200206101 2554500 | 07/01/2002 [11:152M
Health Issues tab

Click the Include Notes on Court Report check box to include these notes in the Court Report. If

the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
health issue.
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Other Ed/Tx Programs

The Other Ed/Tx Programs sub-module captures and displays information about a case’s current
or prior education and treatment, other than substance abuse education and treatment. The sub-
module consists of one tab, Other Ed/Tx Programs. The tab contains a summary list box showing:
Program Type, For, From, To, Provider, Status, and Contact. Sclect an education or treatment
program record in the list box, and the details for that record appear in the fields at the bottom
section of the tab. Use the fields in this tab to add, modify, or delete other ed/tx program

information.

The following fields are required for the selected process:
e Interview: Education or Treatment, and For.
FY', e Investigation or Intake: Education or Treatment, and For and Status.

Other education and treatment includes such things as: Anger Management,
Financial Responsibility, or Sex Offender Treatment.

i[Z pretrial and Community Corrections Case Management System (PTCC) - [Setup - Other 18] x|
B File Edit Modules Reports  Administration  Window Help &l x|
Demographics | Aliases | Residence | Family/FReference | Employment | Other Income | Education | Iilitary
Substance Use | Substance Treatment | Health lssues | fizsessment Tests | Criminal Events
[Nare: Gifender, Josephine; SSN: 00000D00N; DOB: 06710/1965 | I Interview/Pending | Investigation ¥ Intake | J|
g Other ED/Tx Programs ]
Screening
Frogram Typel For | Fram | Tao | Praovider | Status | Contact
u Education Financial Responsiblity Class  06/10/2000 1241072000 Local Provider Completed  Jane Provider
m — Program — Provider
PT Plcmnt ¢ Education " Treatment Mame: |Local Provider
| g & Address
= Rl 4 hd Linel:
PT Supv Status: |Eompleled j Wiz 2:|
: From: |06/10/2000 | +| Ta: [12/10/2000 (5]~ Ciy
CC Plemnt Entered Program:ltourt Ordered j Sate: IVirginia j Zip:l N
M r Mate r— Contact
;I Mame: |Jane Provider
CC Supw
— Phane: |(B041555-3355 Ext[39
LI Type; IWork j
Reports
# <:| E @ L,j E [> Staff: |Local, Probation
i 44 Previous Save Undo Hew Delete Mgt > Date Edited: |DB;1 042002 01:12 Ph
| Case No.: CAT7502002061012564500 | 08/28/2002 | 750 4M
Other Ed/Tx Programs tab

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
education or treatment program.
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Assessment Tests

The Assessment Tests sub-module captures and displays information about assessment tests
given to a defendant or offender. The sub-module consists of one tab, Assessment Tests. The tab
contains a summary list box showing: Test Type, Date, and Score. Select an assessment test
record in the list box, and the details for that record appear in the fields at the bottom section of
the tab. Use the fields in this tab to add, modify, or delete assessment tests information.

% Pretrial and Community Corrections Case Management System {PTCC) - [Setup - -ﬂssé 1 = |E’ |_)§J
B File Edit Modules Reports  Administration  SWindow Help _|E’|ﬂ
Demographice | Aliases | Residence | Family/Reference | Employment | Otherlncome | Education | tdilitary I
Substance Uze | Substance Treatment | Health Issues | Other ED/Tx Programs | Criminal Events
[Name: Dffender. Jasephine: S5N: 000000000; DOB: 06/10/1965 | I Interview/Rending [ Investigation ¥ Intake | _||
Assessment Tests ]
Screening

Test Type | Date | Scare
Adiction Seventy Index [&5]) 0B/07/2002 O
Simple Screening Ingtument [SS1) 06/01/2002 0

PT Plemnt IR RN o diction Severity [ndex [45]] Date: IDB;’D?QDDZ E :l
@ Other Description: I Scare: ID

PT Supw

MNaotes

CC Plemnt

‘# <:| | Staff: |Local, Probation
2 << Brevious Mest »> Date Edited: [06/10/2002 01:13 PM

| Case No.: CA1760200206101 2564500 | 07401 /2002 [11:19.2M

=

Save

|k
Urido =l

geete

Assessment Tests tab

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
assessment test.
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Criminal Events

The Criminal Events button provides access to the last three Setup sub-modules. When the
Criminal Events button is clicked, the system opens to the Pending Charges sub-module, and
provides access to the Outstanding Warrants and Prior Criminal Activity sub-modules.

Pending Charges

The Pending Charges sub-module captures and displays information about charges pending
against a defendant or offender. The sub-module consists of one tab, Pending Charges. The tab
contains a summary list box showing: Arrest Date, Unknown, CC (Charge Classification),
Category, Descriptor, Next Appearance, and Hearing Type. Select a pending charge record in the
list box, and the details for that record appear in the fields at the bottom section of the tab. Use
the fields in this tab to add, modify, or delete pending charges information.

clicking Edit>Duplicate Charge on the menu bar.

Tip Once a charge is saved, you can duplicate charges by selecting a charge, and

: [ Pretrial and Community Corrections Case Management System (PTEEj - [S:'el:r.l]')- nding Ch. = Iﬁll_)fj
B3 File Edit Modules Reports  Administration  Window  Help = Iﬁl |i!
| PendngCharges | Dutstanding Warrants | Priar Crimirial Activity |
[Name: Differder, Josephine; 5 SN: ODDDDOOOD; DOB: D6/10/1965 | T e = e | = |
g Pending Charges i
Screening
Anest Date I Unkown I CC | LCategory | [escriptar | Mext Appearance I Hearing Type
u 05/10/2002 k1 TRAFFIC - DRIVING 'WHILE INTOXI  First conviction  07/10/2002 Trial
/SIA —¥irginia Code — Court Information [Mext Appearance]
PT Plermnt o :
J W& Statute " Local Ordinance Heating TPD31|Tlia| j
@ 31 Lacality for Court: | Richmond j
Category: |TRAFFIC - DRIING WHILE INTOX) City: State: [virgnia ¥ |
Disscriptor: [ 1st coniction Court Date; [07/10/2002 [&d+] Time: [11:00 &M
CE Plemnt Charge Clazs.: I"\‘"'I Hoom:|111
— Maotes
Almagr fAana [05/10/2002 [T Alemerfaie dndansn _I
EE Supy Bond Type: |F'romise ToAppear ;I | ﬂ
@ Bond Amaunt: |$5DD- 0o ™ Include Notes on Court Report
Reparts
g I\ﬁ;{) Lj Iﬁ Staff: |Local, Probation
bl <4 Previous Save Urida Hew Delete Hegt >> Date Edited: [05A0/2002 07:15 PM
| Cage No.: CATFED2002061 01 2564600 | 074012002 [11:19.4M
Pending Charges tab

Click the Include Notes on Court Report check box to include these notes in the Court Report. If
the box is not checked, the notes will not appear on the Court Report.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
pending charge.
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Criminal Events, continued

Outstanding Warrants

The Outstanding Warrants sub-module captures and displays information about any outstanding
warrants for a case. The sub-module consists of one tab, Outstanding Warrants. The tab contains
a summary list box showing: Issue Date, Unknown, CC (Charge Classification), Category, and
Descriptor. Select an outstanding warrant record in the list box, and the details for that record
appear in the fields at the bottom section of the tab. Use the fields in this tab to add, modify, or
delete outstanding warrants information.

Ti Once a charge is saved, you can duplicate charges by selecting a charge, and
p clicking Edit>Duplicate Charge on the menu bar.

% Pretrial and Community Corrections Case Management System (PTCC) - [S.él:up - ) | Eve: standing ¥ = I 5'_)5]
B3 File Edit Modules Reports  Administration  Window Help = I = |5!
Pending Charges “ Prior Criminal Activity |
[Name: Diffender, Jasephine; §5N: G0O0ONO0D, DOB: 0671071565 | I Interview/Pending | Investigation 7 [ntake | = |
Dutstanding Warrants ]
Screening
|zzue D ate I Unknown | CC I Category | Descriptor
05/10/2002 FE& FR&UD  Badchecks, $200 or more
—irginia Code — Mote:
W Statute © Local Ordinance ﬂ
Statute: ﬂ
Category: IFHAUD
Descriptar; |Br:d checks, $200 or more
CC Plemnt Charge Clasz.: IFB
M Swves Dt IDEH 0/2002 E :i [ s Oaa ind s
M Lacality: IHichmond [city] LI j
{% Eity:l State: IVirginia ;I
Reports
= ;
‘# <:| n lf@ Lj E Staff: [Local. Probation
#l << Previous Save Unda Hew Delete Next »> Date Edited: |06/10/2002 01:16 P
| Case No.: CA1760200206101 2564600 [ 07 /01 /2002 [11:20 &M

Outstanding Warrants tab

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
outstanding warrant.
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Prior Criminal Activity

The Prior Criminal Activity sub-module captures and displays information about a case’s prior
criminal activity. The sub-module contains two tabs: Charges and Sentence.

Charges Tab

The Charges tab captures and displays information about a case’s prior criminal activity. The tab
contains a summary list box showing: Arrest Date, Disposition Date, CC, Category, Descriptor,
Locality, and Disposition. Select a charge record in the list box, and the details for that record
appear in the fields at the bottom section of this tab and on the Sentence tab. Use the fields in
this tab to add, modify, or delete prior criminal activity information.

clicking Edit>Duplicate Charge on the menu bar.

Tip Once a charge is saved, you can duplicate charges by selecting a charge, and

- pretrial and Community Corrections Case Management System (PTCC) - [Setup - Crimii - |ﬁl |1|
B3 File Edit Modules Reports  Administration SWindow Help = |ﬁ' |1|
Pending Charges | Outstanding Wanants _
[Name: Offender. Josephine; 5SH: 0DOAOODD; DOB: 06/10/1985 | I Interview/Pending T Investigation [ Intake | | |
g Charges T Sentence ]
Screening
Armrest Date | Disposit i
4/ a0l 0704200 AT WANDY )] it ama Y any property or mony
0B/1841998 =
NF/ARM992 174701998 b9 RARCATICS [T . first nbfanes
" | o
m — Wirginia Code Court Information
m & 44 Statute = Local Drdinance Dispasition; I Guilty j
Statute: I‘I 8.2137(B. 3] Locality: | Richmand [city] j
Categany: |VAN DaLISH, DAMAGE PROPERTY City: State: [Wirgiria j
Descriptor; IIntentionaII}l, damage/destroy any property or Sranez of fiar IVEIN.-"NEIE
CC Plemnt Charge Class.. IM‘I I~ Juvenile
M At Data |U4.-"1 0/2001 E :l
_ECSURY ||| piaing Pt 071072001 7]
Aliaz U sed: I
Reparts
# <:| @ Lj E Staff: [Caze. Manager
il << Previous Save Undo Hew Delete Mewxt »» Date Edited: [08/29/2002 D8:47 Ak
| Case No.: CA1760200206101 2564500 | 0872972002 | 8:57 &AM

Charges tab

Use the Source of Info data field to record where the information was received, such as from the
VCIN Report. If the charge was part of the cases’s juvenile record, click the Juvenile check box.

Click the New icon to clear the data fields on both tabs and enter another prior criminal activity.
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Sentence Tab

The Sentence tab captures and displays disposition and sentencing information about the prior
criminal activity record selected on the Charges tab.

% Pretrial and Community Corrections Case Management System {(PTCC) - [Setup - Criminal Ex

B3 File Edit Modules Reports  Admimistration  Window  Help

Chapter 4-Setup Module

==l x|
=121

=

Screening

CC Plemnt

i

CC Supw

Pending Charges

| Outstanding 'w arants

|Name: Offender, Jogephine; S5M: 000000000; DOE: 0841041965

| i Interview/FPending ] Inwestigation ¥V Intake | J|

Charges

T Sentence

—Active Incarceration

s l__

Moz I_

D ays: I_

—Suzpended Incarceration

s l_

Moz IT

Days: I_

Community Supervizion

Type: I Cornrmunity Camections

re: l—

]

Moz IE_

Fines:lw StaIUSZICIOSEd j
Costs: IW Outcome: I Successful j
Restitution: W Date Eranted:m
Mates Supervisar
ﬂ Narne: I
:I City: I State: I ﬂ
Phone: I[ ] - Ext: I
E @ Lj E | Staff: |Caze. Manager
<4 Previous Save Unda Hew Delete Mgt > s Date Edited: Im

| Case No.: CAT7502002061012564500

Sentence tab

[O8/23/2002 [BE3 &M

Click the New icon to clear the data fields on both tabs and enter another prior criminal activity.
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Chapter 5: Jail Admissions Module

The Jail Admissions module captures and displays Jail Admissions information, which is
obtained from jail records.

FY[ Jail Admissions information is required for the Pretrial Services Monthly Report.

Accessing the Jail Admissions Window

Jail Admissions is a module that Pretrial uses to document the number of admissions to jail.
Follow the steps in the procedure below to access the window:

Click Modules>Jail Admissions on the PTCC tool bar.

i [_- Pretrial and Community Corrections Case Man
File Edit | Modules Reports  Adminiskration  Help
Jail Admis
Screening
Setup

Result: The Jail Admissions window appears.

Jail | Admizzion D ate | Felory Count | tizd. Count

Jait | =l
&dmiszion Date:lMMf’DDW :AI "'I
r— &dmission Count
Felon}l:l
Misdemeanor:l
— Mates
Staff.|
Date Editet|
Save | Undo | Mew | Delete | Claze |

Jail Admissions
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Jail Admissions, continued

The Jail Admissions window contains a summary list box showing: Jail, Admission Date, Felony
Count, and Misd. Count.

Entering Jail Admissions Information

Follow the steps in the procedure below to enter jail admissions information:

1. Select the date of admissions from the Admission Date drop-down calendar.
2. Select the Jail from the drop-down list.

3. Enter the number of defendants admitted for misdemeanor charges in the Misdemeanor data
field.

4. Enter the number of defendants admitted for felony charges in the Felony data field.
5. Click the Save button to save the jail admissions information.

Click the New button to clear the fields at the bottom section of the window, and enter new jail
admissions information.

Deleting Jail Admissions Information

Follow the steps in the procedure below to delete jail admissions information:
1. select a jail admission in the summary list box, and

2. click the Delete button to delete the line.
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Chapter 6: Screening Module

The Screening module captures and displays defendant information for a single arrest event. An
arrest event includes at least one charge, but may include multiple charges. As you work through
the Screening sub-modules, any information entered is associated with the screening selected in
the Screening tab. The Screening module consists of the following sub-modules:

Screening
Charges

Court Assignment
Court Reports
Recommendation
Charge Update
Court Update
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Screening

The Screening sub-module captures and displays information about a single arrest event. The
sub-module contains one tab, Screening. The tab contains a summary list box showing: Scr.
Date, Jail Name, PCC, Scr. In, Reason Screened Out, and Investigated. Select a screening record
in the list box, and the details for that record appear in the fields at the bottom section of the tab.
Information must be entered and saved in this tab before continuing in the Screening module.
Use the fields in this tab to add, modify, or delete screening details (see Appendix A: Deleting a
Case, Placement, and/or Screening on page A-1).

This tab allows screening information to be entered for:
e an existing defendant using the Search feature or the Active Cases window, or
e anew defendant by clicking the New Defendant radio button and the New icon.

FY, If entering a new defendant, you must enter information in the following fields:
First Name, Last Name, Race, Sex, DOB, and SSN.

‘- Pretrial and Community Corrections Case Management System (PTCC) - [Screening - 8=l
B3 File Edit Modules Reports  Administration  Window  Help = |El |1|
— Charges | Court Aszighment | Court Reports | R ecommendation | Charge Update | Court Update |

|Name: Defendant, Jos; S5M: 123456723; DOB: 07/01/1340

- Screening ]
Scr. Date | Jail Mame | F'EEl Scr. In| Feason Screened Dutl Investigated
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Screening tab

If the defendant is screened out, select a reason from the Reason drop-down list. If the reason is
other, type the description in the Other Desc data field. Complete the Screened By and Date
fields. This will end the screening process for this arrest event.
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Screening, continued

If the defendant is screened in, but not investigated, select a reason from the Reason drop-down
list. If the reason is other, type the description in the Other Desc data field. Complete the
Investigated By and Date ficlds. Select Yes or No from the Criminal Record Check drop-down list,
to indicate whether a criminal record check will be provided.

If the defendant is screened out, not investigated, and no criminal record check is provided, the
screening process for this arrest event will end.

If the defendant is screened in and investigated; or screened in, not investigated, but a criminal
record check will be provided, the Screening process continues. Proceed next to the Charges

sub-module.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
screening.
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Charges

The Charges sub-module captures and displays information relating to the charges for a
particular arrest event. The sub-module contains three tabs: Original Charges, Co-Defendants,
and Victims.

Original Charges Tab

The Original Charges tab captures and displays information about the original charges for a
particular screening. The tab contains a summary list box showing: CC, Category, Descriptor,
and Primary Offense. Select a charge record in the list box, and the details for that record appear
in the fields at the bottom section of the tab, and the Co-Defendants and Victims tabs. Use the
fields in this tab to add, modity, or delete charges.

All charges for the Screening arrest event must be entered in order to continue
the Screening process.

After each charge is entered, associated co-defendant and victim information
can be added by clicking the Co-Defendants or Victims tab.

[]
1:‘lp Once a charge is saved, you can duplicate charges by selecting a charge, and
clicking Edit>Duplicate Charge on the menu bar. When duplicating a charge, the
system prompts for duplication of the associated co-defendants and victims.
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Charges, continued
As new charges are entered, one and only one must be marked as the Primary Offense. If there is
more than one charge, the Primary Offense is the charge that is considered the most serious,

based on the maximum potential penalty for each charge.

Only changes to the original charge can be made here. To update the charge after a court
appearance, use the Charge Update tab.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
original charge.
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Charges, continued
Co-Defendants Tab

The Co-Defendants tab captures and displays information about co-defendants for the charge
selected in the Original Charges tab. The tab contains a summary list box showing: Name and
Relationship. Select a co-defendant record from the list box, and the details for that record appear
in the data fields at the bottom section of the tab. Use the fields in this tab to add, modify, or
delete co-defendants.

A% Pretrial and Community Corrections Case Management System {PTCC) - [Screening - Char 2] x|
B5. File Edit Modules Reports  Administration  Window Help - IE Iﬂ
M Court Aszignment | Court Reports | R ecommendation | Charge Update | Cowrt pdate I
IName: Defendant, Joe; S5M: 123456789; DOB: 01./01/13940
Qriginal Charges T T Victims
Mame I R elationzhip
Mame: I
Relationzhip: I ﬂ
Mates: ;I
E 5)) L,j E‘ [> Staff: |
<4 Previous Save Undo Hew Delete Mext > Diate E dited: |
| Case Mo, CA17E0200206101 2274400 | DEAa/2002 [1:01 PM

Co-Defendants tab

To add or view a co-defendant for another charge:
e 20 back to the Original Charges tab

e select the charge, and

e return to this tab.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another co-
defendant.
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Charges, continued
Victims Tab

The Victims tab captures and displays information about victims for the charge selected in the
Original Charges tab. The tab contains a summary list box showing: Name, Relationship, and
Notification. Select a victim record from the list box, and the details for that record appear in the
data fields at the bottom section of the tab. Use the fields in this tab to add, modify, or delete
victim information.
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B3 Fil= Edit Modules Reports Administration ‘Window Help 18]
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Victims tab

To add or view a victim for another charge:
e g0 back to the Original Charges tab

e select the charge, and

e return to this tab.

Type any property damage in the Property Damage data field. Select Death, Emotional, None,
Physical, Serious Physical, or Threatened from the Extent of Injury drop-down list. Select Yes or
No from the Notification Requested data field. Select the date the victim was notified of the
person’s release in the Date Notified field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
victim.
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Court Assignment

The Court Assignment sub-module captures and displays information required to assign charges
to the appropriate court. The sub-module consists of one tab, Court Assignment. The tab contains
two list boxes, Charges and Original Court Assignments. The Charges list box shows: CC,
Category, and Descriptor. The Original Court Assignments list box shows: CC, Category,
Descriptor, Court, Court Date, Court Time, and PCC. Charges that have not been assigned to a
court appear in the Charges list box on the left side of the tab. When a charge is assigned to a
court, the system moves the charge to the Original Court Assignments list box on the right. Use
the Ctrl key to select multiple charges for assignment. Use the slide bar at the bottom section of
the Original Court Assignments list box to see any hidden fields. Use the fields in this tab to add
or remove court assignment information.

Charges must be assigned to a court before continuing the Screening process.

Selecting a charge and assigning it to a specific hearing type, court, date, and
time and then selecting a second charge and assigning it to the exact same

hearing type, court, date, and time does NOT link the two charges. Multiple
charges going to the same court must be selected and assigned as a group in
FY, order for them to be processed together (use the Ctrl key to select multiple

charges for assignment).

The Delete icon removes court assignment information from the charge
highlighted in the Original Court Assignment list box. When the court
assignment is removed, the charge will move back to the Charges list box.
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Court Assignment, continued
Assigning Charges to a Court

Follow the steps in the procedure below to assign charges to a court:

e Select the charge you want to assign to a court in the Charges list box. To select multiple
charges, hold down the Ctrl key when making your selections.

e Enter information in the fields at the bottom section of the tab.

e Press Save, and the charges appear in the Original Court Assignments list box.

Removing Charges from a Court Assignment

Follow the steps in the procedure below to remove charges from a court:

e Select the charge to be removed (unassigned) from a court in the Original Court Assignments
list box.

e Press Delete, and the charges will appear in the Charges list box.
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Court Reports

The Court Reports sub-module creates a court report for a particular court appearance. The sub-
module consists of one tab, Court Report History. The tab contains a summary list box showing:
Court, Court Date, Court Time, and Hearing Type for all courts that have had charges assigned for
the selected screening event. Select a Court Appearance record in the list box to create or view a
report. Once a Court Appearance record has been selected, type or modify the court report date
and the report summary information in the Report Summary field.

The report buttons are inactive until the Date Created field is complete, and the
Save icon is clicked.

If a Report Summary is entered, click the Save icon prior to selecting Full Report
or Prior Criminal Activity Only in order for the summary to appear on the Court
Report.

FY] Any notes created in Setup modules, where Include on Court Report is checked,
will appear on the Full Report printout.

The Delete icon removes the date created and any report summary information
for the highlighted court, thereby deleting the record of the Court Report being
created. The court still appears in the summary list box, but it no longer has an
associated date or summary.

:[2 Pretrial and Community Corrections Case Management System (PTCC) - [Screening - =l
B3 File Edit Modules Reports  Administration  WWindow  Help - |ﬁl |£|
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Court Reports, continued
Creating a Court Report

To create a Court Report, follow the steps in the procedure below:

e select the court appearance from the All Court Appearances list box
select the Date Created from the drop-down calendar

if a summary is desired, type the summary in the Report Summary box
click the Save icon, and

click the button for the type of court report to be generated.

Printing Court Reports

The Court Reports sub-module has two buttons that print either a:

e Full Report—shows information entered in the Setup module, current charges, victims, and
the summary, or

e Prior Criminal Activity Only Report—shows basic demographic information entered in the
Setup module, current charges, victims, prior criminal activity, pending charges, outstanding
warrants, and the summary.

To print a Full Report:
e complete an investigation in Setup, and
e click the Full Report button.

To print a Prior Criminal Activity Only Report, click the Prior Criminal Activity Only Report button.
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Recommendation

The Recommendation sub-module contains information relating to a Pretrial staff’s current and
past recommendations for the selected court appearance. The sub-module contains two tabs:
Recommendations and History.

Recommendations Tab

The Recommendations tab captures and displays, for the selected court appearance, the Pretrial
staff’s bail recommendation for a defendant, and whether the judicial officer accepted or rejected
the recommendation. This information must be entered after the court appearance. The tab
contains a summary list box showing: Court, Court Date, Court Time, Hearing Type,
Recommendation, Rec. Date, Staff Recommending, and Court Action for all court appearances
associated with this screening. Select a court appearance record in the summary list box, and the
details for that record appear in the fields at the bottom section of the tab. Use the fields in this
tab to add, modify, or delete recommendations for the court appearances. To delete a
recommendation for a court appearance, highlight the Recommendation, and click the Delete
button. The court record remains in the list box, but the recommendation to that court is
removed.

Recommendations information is required for the Pretrial Services Monthly
Report. The information must be entered and saved before continuing the

FY[ Screening process.

The Delete icon removes the recommendation information that was entered for a
highlighted court appearance. The court still appears in the summary list box,
but it no longer has an associated recommendation.
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Recommendation, continued

Select the judge or magistrate that presided over the case from the Judicial Officer drop-down
list. If the judicial officer was a substitute, select substitute from the Judicial Officer drop-down
list, and type the substitute’s name in the Substitute Officer data field.

History Tab

The History tab shows the case’s Past Court Appearances, with respective recommendations for
all appearances in a particular court. The tab contains a summary list box showing: Court, Court
Date, Court Time, Hearing Type, Jud. Officer, Sub. Jud. Officer, Recommendation, Rec. Date, Staff
Recommending, and Court Action. The information in this tab is view only; you cannot add,
modify, or delete it.

The History tab shows a history of the recommendations for the court selected
on the Recommendations tab.

A% Pretrial and Community Corrections Case Management System {PTCC) - [Screening - R 2] x|
B5. File Edit Modules Reports  Administration  Window Help - IE Iﬂ
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Charge Update

The Charge Update sub-module captures and displays information regarding any updates to the
charges record after a defendant appears in court. The sub-module consists of one tab, Charge
Update. The tab contains a summary list box showing: CC, Category, Descriptor, Current Bond
Type, and Current Bond Amount. The summary list box contains all charges associated with the
selected screening that have been assigned to a court. Select a charge record in the list box, and
the details for that record appear in the fields at the bottom section of the tab. Use this tab to
modify charges only; they cannot be added or deleted.

If the charge has been referred to Pretrial Supervision, make sure Referred to PT
has been selected from the Outcome drop-down list.

If the charge has been sentenced to Community Corrections, make sure the
Referred to CC check box at the bottom section of the tab has been selected.

The Delete icon removes any charge update information that may have been
entered about the highlighted charge, and restores the charge to its previous
charge update status or to its original charge status. The charge still appears in
the summary list box, but it no longer has the updated information. If a charge is
deleted from the Charge Update screen that has been Referred to PT or Referred
to CC and subsequently assigned to a placement, it also removes the charge from
its PT- or CC-respective assignment.
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Charge Update tab
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Charge Update, continued

Modifications made on this tab will not affect the original charge being displayed on the Original
Charges tab in Screening. To modify the original charge, return to the Charges sub-module and

make the change there.
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Court Update

The Court Update sub-module allows for the update of court information related to a specific
charge or group of charges. The sub-module consists of one tab, Court Update. The tab contains a
summary list box showing: CC, Category, Descriptor, Court, Court Date, Court Time, and PCC.
The summary list box contains all charges associated with the selected screening that have been
assigned to a court. Select a court appearance record in the list box, and the details for that record
appear in the fields at the bottom section of the tab. Use this tab to modify Court Update records
only; they cannot be added or deleted.

To assign more than one charge to the same court, press the Ctrl key, select all
charges you want to assign to the court, and assign them all at once.

FY] The Delete icon removes any court update information that may have been

entered about the highlighted charge, and restores the previous court
information for the charge. The charge still appears in the list box, but it no
longer has court update information.

i Pretrial and Community Corrections Case Management System (PTCC) - [Screening - = |ﬁ'|l|
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Court Update tab

Select the judge or magistrate that presided over the case from the Judicial Officer drop-down
list. If the judicial officer was a substitute, select substitute from the Judicial Officer drop-down
list, and type the substitute’s name in the Subst. Judge data field.
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Court Update, continued

Upon modifying court information, the updated court will be available for a new court report and
recommendation (new court information now appears on the Court Reports and

Recommendations tabs).
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Chapter 7: Pretrial Placement Module

This chapter contains information about the Pretrial Placement module. Pretrial Placement is
used to set up a placement for a defendant that is to be supervised while awaiting trial. While
working through the Pretrial Placement sub-modules, any information entered is associated with
the placement selected in the Placement tab. Pretrial Placement contains the following sub-
modules:

Placement

Charges

Conditions

Payment Obligations
Court Dates
Attorney
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Placement

The Placement sub-module captures and displays defendant placement information. The sub-
module contains two tabs: Placement and Status/Closure. The information in the remaining sub-
modules relate to the placement selected in the Placement tab. Before continuing to the other
sub-modules in Pretrial Placement, be sure to select the appropriate placement from the summary
list box.

Placement Tab

The Placement tab contains a summary list box showing: Referral Date, PCC, Court/Locality, and
Current Status. A defendant can have multiple placements, which appear on separate lines and
are separate records in the list box. Select a placement record from the list box, and the details
for that record appear in the fields at the bottom section of this tab, and on the Status/Closure tab.
Use the fields in this tab to add, modify, or delete (with limitations, see Appendix A: Deleting a
Case, Placement, and/or Screening on page A-1) pretrial placement information.

All Active, Inactive, and Pending Pretrial placements for a defendant must be
assigned to the same case manager. Therefore, if a defendant has existing
FY] Active, Inactive, or Pending placements assigned to one case manager, and a
new placement is added and assigned to a different case manager, the new case
manager inherits all existing Active, Inactive, or Pending placements.
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Placement tab
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Placement, continued

Enter the date the placement was referred to Pretrial Supervision in the Referral Date data field. If
a judge referred the placement, select the Judge radio button and enter the referring court, and
the referring judge. If a magistrate referred the placement, select the Magistrate radio button and
enter the referring locality and the referring magistrate. Select the judge or magistrate from the
Judicial Officer drop-down list. If the judicial officer was a substitute, select Substitute from the
Judicial Officer drop-down list and type the substitute’s name in the Subst. Jud. Officer data field.

Make a selection from the Supervision Level drop-down list, if appropriate. Select Monitor Only
for placements that do not require traditional supervision, but do need to be monitored to remind
them of the court date. If this placement is a reinstatement, click the Reinstatement check box,
and enter the original placement number that is associated with this reinstatement. This does not
link the two placements in any way, but shows the placement associated with the reinstatement.

Placements checked Monitored Only will not be included in Sections I and Ill of
the Pretrial Services Monthly Report.

Click the New icon to clear the data fields on both placement tabs and enter another placement.
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Placement, continued
Status/Closure Tab

The Status/Closure tab captures and displays placement status and closure information, as well
as information about the placement’s transfer status. When the current status of the placement

status changes, PTCC makes an entry showing: Status, Status Date, and Inactive Reason in the
Placement Status History window, which can be accessed by clicking the Status History button.

FY-, See page 7-6 for detailed information about business rules associated with this

tab.
:[: Pretrial and Community Corrections Case Management System (PTCC) - [Pretrial Placem = |5’ |5|
B File Edit Modules Reports  Administration Swindow Help -8 x|
— Charges | Conditions | Papment Obligations | Court Dates | Abtomey I
IName: Defendant, Joe; S5M: 123456789; DOE: 01/01/1340
g Plazement T ]
Soieening r Tranzfer In
_— From: j
J D ate Received: |MM DD MY H‘ vI
S:atup Date Sent Back: MM /DD A HLI
__I__ ~ Tranzfer Out
i To j
Date Sent Out: MM/DD Y [ﬂll
Date Hetumed:lMMa’DDW H;l
Current Status: IActive j Status Date:lma"l 0/2002 [ﬁl;l
Inactive
[ Fleasor: I j Oither Desc:l ‘
CC Plemnk
_ Clazure
M Type: j Other Desc:l
Ursuccesshul j Other Unzuccessil
CC Supy Reason: Reason Desc:
Pending Reagzon; I j
@ Status History I Clozed Review Date:IMMa’DDN‘N\r’ E;l
Reports
‘# E &i) L,j Iﬁ Staff: [Case, Manager
bl << Previous Save Lnda Hew Delete Megt 5> Date Ediked: |06/10/2002 01:07 P
| Case No.: CAT7602002061012274400 | o5/13/2002 [1:11PM
Status/Closure tab

If the placement was received from another locality, go to the Transfer In group and select the
locality from the From drop-down list, and the transfer date from the Date Received drop-down
calendar. Upon returning the placement back to the original locality, select the Date Sent Back

from the drop-down calendar, and select Transferred in-Sent Back as the closure type to close the
placement.
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Placement, continued

If transferring a placement to another locality, go to the Transfer Out group and select the locality
from the To drop-down list and the transfer date from the Date Sent Out drop-down list. Change
the Current Status to Inactive, the reason to Transferred Out, and select the Status Date from the
drop-down calendar. Upon receiving the placement back, go to the Transfer Out group and select
the date from the Date Returned drop-down calendar, and update the Current Status and Status
Date, accordingly.

Note: If there is more than one active or inactive placement for the defendant, all placements are
automatically transferred out to the same locality using the information entered on this tab
(Transferred Out To, Date Sent Back, Status, Status Date, and Reason Inactive). These
placements can be returned on a one-by-one basis for closure. If any are returned to Active or
Inactive status, the system automatically returns all of them to Active or Inactive status using the
information entered on this tab (Transferred Out, Date Returned, Status, Status Date, and Reason
Inactive).

Only users with Supervisor rights in PTCC can enter Closed Review Date.

Click the New icon to clear the data fields on both placement tabs and enter another placement.

Placement Status History Window

Click the Status History button, at the bottom section of the Status/Closure tab, to access the
Placement Status History window. The Placement Status History window shows: Status, Status
Date, and Inactive Reason for the placement currently selected. The window provides a quick
overview of the placement’s status history, for instance it shows when and why the status
changed from active to inactive. Information in this window is view only; it cannot be added,
modified, or deleted.

i, Placement Statui =10 x|

Statuz | Statuz Date | |nactive Reazon

Pending 08/02/2002 Mot Applicable
Active  03/03/°2002 Mot Applicable
Imactve 08/05/2002 Hozpital/Medical
Clozed 08/06/2002 Mot Applicable

Placement Status History window
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Placement, continued

Pretrial Placement Rules

The following rules apply to Pretrial Placements:

Pending Rules

Placements that leave Pending status can never return to Pending status.

A Pending-Close closure type only applies when current status is Pending, and is the only
way to close a Pending placement.

You may enter the following information about a Pending placement:

- Charges

- Co-Defendants

- Victims

- Conditions

- Payment Obligations

- Court Dates

- Attorney

- Setup information

- Pending Charges

- Outstanding Warrants

- Prior Criminal Activity

No supervision activity can be entered in the PT Supervision module while a placement has a
status of Pending.

Status Rules

A new Status Date is required whenever Current Status changes.

The new Status Date must be greater than the current Status Date.

If Current Status changes from active to inactive for one placement, ALL placements for the
defendant that are NOT closed or pending, become inactive with the same Reason and Status
Date; however, no new Status Date can be less than any other placement’s current Status
Date. (See Example 1.)

If Current Status changes from inactive to active, ALL placements for that defendant, that are
NOT closed or pending, become active with the same Status Date; however, no new Status
Date can be less than any other placement’s current Status Date. (See Example 2.)

Example 1: Placement 1 Active 10/05/01

Placement 2  Active 10/20/01

Placement 1 cannot be made inactive on 10/12/01; the date must be greater than
10/20/01.

Example 2: Placement 1 Inactive 10/05/02

7-6

Placement 2 Inactive 10/05/02

A new active placement cannot be opened before 10/06/02; and neither existing
placement can be changed to have an active date before 10/06/02.
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Placement, continued

Closure Rules

To close a placement as Successful, all charges must have a disposition and there can be no
future court dates.

Once a placement is closed, changes to any of the placement information cannot be made
(this includes changing other sub-modules in the Placement module).

Transfer In Rules

Entering information in the Transfer-In group, From field requires information to be entered
in the Date Received field, and vice-versa.

Use the Transfer In-Date Sent Back closure type only when the placement type is Transferred
In (this is the only way to close a Transferred In placement).

To close a Transfer In, you must enter the Date Sent Back.

Transfer Out Rules

Entering information in the Transfer-Out group, To field requires information to be entered in
Date Sent Out, and vice versa.

When placements are transferred out, you must make the status Inactive with an Inactive
Reason of Transferred Out.

When placements are transferred out, all other active and inactive placements will
automatically be transferred out with the same information; however, you can return and
close Transferred Out placements on a one-by-one basis.

If a Transferred Out placement is made active, enter the information in the Transfer-Out
group Date Returned field, and all inactive placements automatically become active again
with the same Date Returned.

Before closing a Transferred Out placement, you must enter information in the Transfer-Out
group Date Returned field.
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Charges

The Charges sub-module captures and displays a variety of information relating to a defendant’s
charges. The sub-module contains five tabs: Existing Charges, New Charges, Co-Defendants,
Victims, and Amend/Disposition. Assign charges to a placement in either the Existing Charges or
New Charges tabs. You cannot assign both Existing Charges and New Charges to the same
placement.

Existing Charges Tab

The Existing Charges tab allows charges to be assigned to a placement that were entered in
Screening and marked Referred to PT. The Existing Charges tab has two summary list boxes,
Assigned Charges and Unassigned Charges. The list boxes show: Arrest Date, Primary Offense,
Current Category, Current Descriptor, Current CC, Orig. Category, Orig. Descriptor, and Orig. CC.
Select a charge record in either of the list boxes, and the details for that record appear in the
fields at the bottom section of the tab. Use the Assign Charge to Placement check box in this tab
to assign any of the defendant’s unassigned charges to the placement selected on the Placement
tab.

You can assign Existing Charges to a placement if the charges associated with
FY[ the placement were marked as, Referred to PT in the Charges Update tab in the
Screening module.

i[Z pretrial and Community Corrections Case Management System (PTCC) - [Pretrial Placen 18] x|
B File Edit Modules Reports  Administration  Window Help &l x|
Placement — Conditionz | Payment Obligations | Court Dates | Attorney I
IName: Defendant, Joe; S5M: 9953335959; DOB: 01./01/13940
T Mew Charges T Co-Defendants T Wictims T Amend/Dispozition
Soreening Mate: Al charges will be azzianed to Placement 2002082300001
—_— Assigned Charges Unaszsigned Charges
Arest D ate I Primary Offense I Current Categary I Current Diez Amest Date I Primary Offenze I Current Category I Cument Des
_ 06/25/2002 Mo ACCOMPLICE Accessom
Setup
515 < | M| i
i iz Code :
1+ 5 Statute | Local Ordinance Assign Charge to Placement [~
Statute: 19217 o || meent T et Dater[0/ 757007 [ :ﬂ
PT S .
| e | Category: I’ﬁ'ECDMPLl CE — Original Bond
Descriptar: IAccessol_l,l after the fact - felony Type: I Surety Bond ﬂ
Charge Class.: |M‘I Armount; |$?. 0o
= Curmrett Bard
. Court Caze/
Primary Offense: I Mo 'I Dokt Mo I Tyge: |3rd Party j
—Iaotes: Amount; | $7.00
— |
=
Reports
# <:| E @ Llj E Sioff- [Case, Manager
il <4 Previous Save Undo Hew Delete Mgt 3 Date Edited: |08/29/2002 11:17 &AM
| Case No.: CAT7502002061012274400 | 08/29/2002 [2:02PM
Existing Charges tab
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Assigning Charges

Chapter 7-Pretrial Placement Module

Follow the steps in the procedure below to assign existing charges to a placement:

1. Select the charge from the Unassigned Charges list box on the right. Only one charge can be

assigned at a time.

2. Click the Assign Charge to Placement check box.

Exigting Charges T Mew Charges T

Co-Defendants

Wictims

I

T Amend/Dizposition

Mate: &l charges will be assianed to Flacement 2002071200001
Aszsighed Charge

Unazsighed Charge

3. Save the record.

Amest Date | Frimary Offense | Current Category | Current Des Arest Date | Frimary Offenze | Current Categony | Current Des

071242002 Yes ALCOHOL Manufactur

07/12/2002 Na AMIMALS Unautharize

< | i |l KX | |
Wirgihia Code Erpn i

|— % WA Statute £ Local Ordinance | #issign Charge to Placement [/

Result: When the record saves, the charge moves to the Assigned Charges list box.

I

Existing Charges T Mew Charges

Co-Defendants

Yictims Amend/Digposition

I 1

Maote: &l charges will be assigned to Placement 2002071200001
— Aszsigned Charges

Unazzigned Charges

Arrest Date | Primary Offense | Current Categary | Current Des Aarest Date | Frimary Offense | Current Categaory | Current Des

0712/2002 “es ALCOHOL I amufactur 07/12/2002 Mo AMIMALS Unautharize

4| | I e K | |
Wirginia Code :

|— = 5 Statute = Locsl Ordinance | Assign Charge to Placement [/

P

Existing Charges cannot be modified from the Charges sub-module. To make a
change: unassign the charge, return to Charge Update in Screening, make the
change, and return to the Existing Charges tab to reassign the charge.

Unassigning Charges

Follow the steps in the procedure below to unassign charges:

Select the charge from the Assigned Charges list box. Only one charge can be unassigned at

Result: When the record saves, the charge moves back to the Unassigned Charges list

[ ]
a time.
e De-select the Assign Charge to Placement check box.
e Save the record.
box on the right.
October 2002
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Charges, continued
New Charges Tab

The New Charges tab allows the entering of charges associated with the placement that were not
previously entered in Screening. The tab contains a summary list box showing: Arrest Date,
Primary Offense, Current Category, Current Descriptor, Current CC, Orig. Category, Orig.
Descriptor, and Orig. CC. Select a charge record in the list box, and the details for that record
appear in the fields at the bottom section of the tab. Use the fields in this tab to add, modify, or
delete new charges.

% Pretrial and Community Corrections Case Management System {PTCC) - [Pretrial Placen - Iﬂlﬂ
B3 File Edit Modules Reports  Admimistration  Window  Help = |ﬁ'|l|
Flacement — Conditions | FPayment Obligations | Court Dates | Attorney |
IName: Defendant, Joe; SSN: 123456789; DOB: 01/01/1340
g Exizting Charges T Hew Charges T Co-Defendants T Victims T Amend/Dispozition
Soreening Maote: Al charges will be aszighed to Placement 2002067000007
Arest D ate I Primary Offense I Current Categary I Current Diezcriptor I Current CC I Orig. Categom I Ornig. Descriptor I Orig. CC
J 0602001 Yes ALCOHOL Sale, llegal b1 ALCOHOL Sale, ilegal k1
Setup

st Lode Ineident g, 102001 Arrest Date: [06/10,/2007
% YA Statute ~ Local Ordinance :
: — — Qriginal Bond
Statute: |cREENE 3
Category: [SLOOHOL = g oo 5oxc =
. Amount: |$500.00
Descriptar; |S ale, llegal I
— Current Bond
CC Plemnt .
_— Eharge Class. IM‘I Tupe: I Property Surety j
M Amount; |$500.00
. Court Cage/
CC Supy Primary Offense: IYes 'I Dackst Mo.: I Nates: ;I
5 Aliss Uset | P
Reports
‘g <:| E @ Lj E Sioff- [Case, Manager
il << Previous Save Undo Hew Delete Megt > Diate Edited: |0B/10/2002 01:02 P
|Case Mo, Cal7E02002061012274400 |DE;’1 272002 |3:51 Pr

New Charges tab

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
charge.

o Once a charge is saved, you can duplicate charges by selecting a charge, and
Tlp clicking Edit>Duplicate Charge on the menu bar. When duplicating a charge, the
system prompts for duplication of the associated co-defendants and victims.

As new charges are entered, one and only one must be marked as the Primary Offense. If there is
more than one charge, the Primary Offense is the charge that is considered the most serious,
based on the potential maximum penalty of each charge.
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Charges, continued
Co-Defendants Tab

The Co-Defendants tab captures and displays information about co-defendants for the charge
selected in the Existing Charges or New Charges tab for a particular placement. The tab contains
a summary list box showing: Name and Relationship. Select a co-defendant record in the list box,
and the details for that record appear in the data fields at the bottom section of the tab. Use the
fields in this tab to add, modify, or delete co-defendants.

i[Z pretrial and Community Corrections Case Management System (PTCC) - [Pretrial Placeme 18] x|
B File Edit Modules Reports  Administration  Window Help &l x|
Placement — Conditionz | Payment Obligations | Court Dates | Attorney I
IName: Defendant, Joe; SSN: 123456789; DOB: 01/01/1340
g Ewisting Charges T Mew Charges T Yictime T Amend/Dizposition
Screening
J M arme | Felationzhip
S;tup
.—l = ~ Co-Defendant
MName: I
Relationzhip: I j
— Mote
E 0] ij @ [> Stat: |
<< Previous Save Unda Hew Dielete Megt > Date Edited: I
| Case Mo CA1760200206101 2274400 | 051272002 | 3:55 PM

Co-Defendants Tab

To add or view a co-defendant for another charge:

e 20 back to the Existing Charges or New Charges tab
e select the charge, and

e return to this tab.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another co-
defendant.
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Charges, continued
Victims Tab

The Victims tab captures and displays information about victims for the charge selected in the
Existing Charges or New Charges tab for a particular placement. The tab contains a summary list
box showing: Name, Relationship, and Notification. Select a victim record in the list box, and the
details for that record appear in the data fields at the bottom section of the tab. Use the fields in
this tab to add, modify, or delete victims.

% Pretrial and Community Corrections Case Management System {PTCC) - [Pretrial Placemer = | = |5|
B9 File Edit Modules Reports  Administrakion Window Help = | = |5|
Placement — Conditions | Payment Obligations | Court Dates | Abtomey |
IName: Defendant, Jos; SSMN: 1234567839 DOB: 0140141940
g | Exizting Charges T Mew Charges T Co-Defendants T I Armend/Disposition
Screehing Name | Relationship I Matification
S:atup
'.l = Name:l Property D amage: I
Age: I S EHII j Estent of [njury: I j
Relationzhip: j Race: j Mo Contact Order
Phone: |[ ] - Ext: In Effect: 'll .
. = nachyve Y
Phone T_\Jpe:l vl Active Dates |4/ H;l Date: |—'—"— H;I
Addre: —Upon Releasze
Line 1: Motification Date =
I Requested: j Motified: IMM’JDDW H;I
Line 2:|
— Motes
City: | ﬂ
State:l j Zip:l - s
= 1) Lj E Staft. |
<< Previous Save Unda Hew Dielete MNegt > Date Edited: I

| Case Mo.: CA17E02002061 012274400 | 0511272002 | 3:57 PM

Victims Tab

To add or view a victim for another charge:

e g0 back to the Existing Charges or New Charges tab
e select the charge, and

e return to this tab.

Type any property damage in the Property Damage data field. Select Death, Emotional, None,
Physical, Serious Physical, or Threatened from the Extent of Injury drop-down list. Select Yes or
No from the Notification Requested data field. Select the date the victim was notified of the
person’s release in the Date Notified field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
victim.
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Charges, continued
Amend/Disposition Tab

The Amend/Disposition tab allows the amendment of a charge, or the recording of the disposition
of a charge. Any amendment or disposition entered in this tab is for the placement selected on
the Placement tab, and the charge selected on the Existing Charges or New Charges tab. Before a
placement can be closed as Successful, the charge disposition information must be completed.

% Pretrial and Community Corrections Case Management System {PTCC) - [Pretrial Placeme - Iﬂlﬂ
B3 File Edit Modules Reports  Admimistration  Window  Help = |ﬁ' |ﬂ
Flacement — Conditions | Payment Obligations | Court Dates | Aiftorney |

|Name: Defendant, Joe; S5M: 123456789; DOE: 01/01/1340

g Existing Charges T Mew Charges T Co-Defendants T Victims
- — Dizposition
| SeEED | | " Amendment " Disposition ‘ Disposition: I j
— Virginia Code -IMM,’DDN‘NE:I
S;é (% i Shatute ) Local Drdinatce Date
= Statute: I‘H -a02 ﬂ r Active Incarceration
=i Categor}l:lALCDHDL Yrs:lﬂ Mos: ID DE'.'r'SilD

Descriptor: ISEI|B, llegal
@ Charge Clazs.: IM‘I — Suspended |nearceration

WL IﬁLC-d'I o] s |D Moz ID Days ID—
Judge: | j
CC Plemnt Subst Judge:l Fines: |$D-DD Costs: |$D.DD Fhastitution:la;u-DD
— Community Supervizion
M Amend Date: IMMJDDW E :I Amendment History
LT Supy ~Mate ————————————— Type: | =
(% | j rg IU Maog; [0 Days: IU
Reports
# E @ Llj E [> Sioff- [Case, Manager
il <4 Previous Save Undo Hew Delete Mgt 3 Date Edited: |06/10/2002 01:08 PM
| Case No.: CAT7502002061012274400 | o5A12/2002 [ 402 PM

Amend/Disposition tab

Making an Amendment

To make an amendment:

e click the Amendment radio button

e cnter the new charge in the Virginia Code group, and
e select the Amend Date from the drop-down calendar.

Select the judge from the Judge drop-down list. If Substitute is selected from the Judge drop-
down list, type the substitute’s name in the Subst. Judge data field.
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Charges, continued
Amendment History Window

The Amendment History window allows information to be viewed only; it cannot be added,
modified, or deleted. The window contains a summary list box showing: Amended Date,
Category, Descriptor, Charge Class, and VCC (Virginia Crime Code). Follow the procedure
below to view a defendant’s Amendment History.

1. Click the Amendment History button.
Result: The Amendment History window opens.

. Amendment History -0l x|

Amended Datel Eategu:uryl Descriptnrl Charge Elassl YWCC

Amendment History window

2. Click the OK button to close the window.

Entering a Disposition

To enter a disposition:

e click the Disposition radio button

e select the Disposition from the drop-down list

e select the Disposition Date from the Date drop-down calendar

o if the sentence for this charge includes Community Corrections, select Community
Corrections Supervision from the drop-down list as the Community Sentence Type.

Entering an Amendment or Disposition for Another Charge

To enter an amendment or disposition for another charge:
e 20 back to the Existing Charges or New Charges tab

e select the charge, and

e return to this tab.

7-14 PTCC Case Management System




Chapter 7-Pretrial Placement Module

Conditions

The Conditions sub-module displays the standard State Condition of Supervision, and allows the
addition of Additional Conditions (locally defined), and/or Other Conditions (unique conditions)
for the defendant. The sub-module contains one tab, Conditions. The tab contains a summary list
box showing either the State Conditions or Additional Conditions depending on the radio button
selected in the Conditions to View group. Conditions entered in this tab are for the placement

selected in the Placement tab.

State Conditions are automatically entered for the defendant; they cannot be
FY] modified. Once entered, Additional Conditions can be added or removed, and
Other Conditions can be added, modified, or deleted.

:[% pretrial and Community Corrections Case Management System (PTCC) - [Pretrial Placi - |ﬁ'|l|

=131 x|

B3 File Edit Modules Reports  Administration  Window Help

Placement | Charges |— Payment Obligations | Court Dates | Attorney I

IName: Defendant, Joe; S5M: 123456789; DOB: 01./01/13940

g Conditions ]
Screening
_— Conditions Tao Wiew
j e Iﬂ 0/2002 E :I Agreement Signed: I Mo vI ’7 + State € Additional _I |
S;tup
— To report by phone and/or in person to a cage manager as scheduled, -
il Toreside at [ ] and to notify my caze manager prior to any change of residence or telephone

number. Residence verification may be required.

To follow my case manadger's instructions and be truthful and cooperative.
To notify my caze manager of any change in emplopment or educational statuz within one week. Werfication of employment may
be reguired.
| ~ Other Canditon
M Breathalyzer tests randomly ;I
CC Supw
Reports
# <:| E @ Lj Dm Staff: |Case, Manager
il £¢ Previous Save Undo Hew Delete Megt > Date Edited: [06/10/2002 01:14 P
[05A12/2002 [ 474 PM

[ Case Mo.: CAT7R0200208101 2274400

Conditions tab

Select the date the Conditions take effect from the Date drop-down calendar. Select Yes or No
from the Agreement Signed drop-down list to indicate whether the defendant signed the

Conditions of Supervision form.
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Conditions, continued
Adding Additional Conditions

Follow the steps in the procedure below to add additional conditions.

1. Select the Additional radio button in the Conditions to View group, and click the Ellipse

button.
Conditions ]
Conditions To 'ie
Date; I_-'"_.-"_ E :l Agreement Signed: I Mo YI ’7 " State ak _I ‘

Result: The Additional Conditions window appears with Additional conditions on the left.

. Additional Conditions |

Condition Conditicon

Curfew

KN — i < I i

ok | Eancell

Additional Conditions window

2. Highlight the Additional Condition to be imposed, click the Add button, and the Additional
condition moves to the list box on the right.

There is no limit to the number of Additional Conditions that a judicial officer
may impose and that can be entered.

3. Click the OK button and the condition appears in the Conditions tab.
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Conditions, continued
Removing Additional Conditions

To remove Additional Conditions:
e select the condition to be removed on the right
e click the Remove button, and the condition moves back to the list box on the left.

Entering Other Conditions

Follow the steps in the procedure below to enter Other conditions.

1. Type the unique condition in the Other Conditions memo box on the Conditions tab.

Other Canditions
Breathalyzer test randommly :l

Other Conditions memo box

2. Click Save.
Removing Other Conditions

To remove Other Conditions:
e select the condition to be removed in the Other Conditions memo box, and
e press the Delete key on the keyboard.
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Payment Obligations

The Payment Obligations sub-module captures and displays information about a defendant’s
payment obligations for the placement selected in the Placement tab. The sub-module consists of
one tab, Payment Obligations. The tab contains a summary list box showing: Obligation, Date
Imposed, Final Amount Due, and Balance Remaining. Select a payment obligation record in the
list box, and the details for that record appear in the fields at the bottom section of the tab. Use
the fields in this tab to add, modify, or delete payment obligations.

As payments are entered in the Supervision module, the system automatically
updates the following data fields in the Payment Obligations tab:
FY', e Final Amount Due
e Last Payment
e Amount Paid To Date
e Balance Due

[: Pretrial and Community Corrections Case Management System (PTCC) - [Pretrial Plac: = |5 Ill
B3 File Edit Modules Reports  Administration  Window Help = |ﬁ' |1|
Flacement | Charges | Conditions |— Court Dates | Altorney |
IName: Defendant, Joe: S5M: 123456789; DOB: 01/01/1340
I ———
Screening
J Obligation | Date Imposed | Final Amount Due | Balance Remaining
S;tup
‘l Drate Imposed: Ii,-’_,a’ |ﬂ;| - Payment
Adjustment: I
Obligation: -
I J Feason: I
Fonisal maant: I I~ Léndtaiiend
Final Amount Due: I
Remit bo: =
I J Last Payment: I
MName: I .
Amnount Paid to Date: I
Line 1: I
Balance Due: I
Line 2: I
Clity: |
State: I j Zip:l -
g %) Lj E |:> Staft: |
<< Previous Save Lnda Hew Delete Megt > Date Edited: |
| Case Mo.: CA1760200206101 2274400 |06/ 372002 [8:13.4M

Payment Obligations tab

If a defendant’s payment obligation amount is not defined, click the Undefined check box. Select
Court Clerk, Program, or Victim from the Remit To drop-down list, depending on who will receive
the payments. Type any adjustments to Payment Obligations in the Adjustment data field, and
type the reason for the adjustment in the Reason data field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
payment obligation.
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Court Dates

The Court Dates sub-module captures and displays information about future court dates for the
placement selected in the Placement tab. The sub-module consists of one tab, Court Dates. The
tab contains a summary list box showing: Court, Court Date, and Hearing Type. Select a court
date record in the list box, and the details for that record appear in the fields at the bottom section
of the tab. Use the fields in this tab to add, modify, or delete court dates.

% Pretrial and Community Corrections Case Management System {PTCC) - [Pretrial Place; - Iﬂlﬂ
B3 File Edit Modules Reports  Admimistration  Window  Help = |ﬁ' |ﬂ
Placement | Charges | Condiions | Payment Obligations | CEUMDSEN  Atoney |

IName: Defendant, Joe; S5M: 123456789; DOB: 01./01/13940

g Court Dates ]
Screening
Couit I Court Date I Hearing Tupe
J General District - Criminal & Traffic - Richmond  08/10/2002  Trial
S;tup

[¥ Case Manager needed in Court w/Defendant

@ r— Court Information —Maotes
Heaing Tvoc: [N ~ | B

Courk: IGeneraI District - Criminal & Traffic - Richmon ﬂ

MIUBN 0/2002 E :l Time:IDB:DD b

CC Plemnt
— Fh:uorn:l‘l on Repart By:ID?:45 Ak
M Judge: IHonor, Judge j
CCS
| DS | Substitute Judge: I ;I

‘# <:| @ | L,j | Staff: [Caze. Manager
il <« Brevious Lle Hew Negt 5> Dats Editect [6/1072002 01.03 P

| Case No.: CAT7502002061012274400 | 051372002 [g14 2M

[

Save

ge Ete

Court Dates tab

If the court requires the case manager to appear in court with the defendant for any reason, select
the Case Manager needed in Court w/ Defendant check box. If the judge is a substitute, select
Substitute from the Judge drop-down list, and type the substitute’s name in the Substitute Judge
data field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
court date.
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Attorney

The Attorney sub-module captures and displays attorney information for the placement selected
on the Placement tab. The sub-module consists of one tab, Attorney. The tab contains a summary
list box showing: Attorney Name, Attorney Type, and Start Date. Select an attorney record in the
list box, and the details for that record appear in the fields at the bottom section of the tab. Use

the fields in this tab to add, modify, or delete attorney information.

% Pretrial and Community Corrections Case Management System {PTCC) - [Pretrial Placeme - Iﬂlﬂ
B3 File Edit Modules Reports  Admimistration  Window  Help = |ﬁ' |ﬂ
Placement | Charges | Condtions | PaymentObligations | CoutDates | INSHGHeml

IName: Defendant, Joe; S5M: 123456789; DOB: 01./01/13940

g Attorney ]
Screening
Attorney Mame I Attorney Type I Start D ate
J Aftorney Mame  Court Appointed  01./410/2002
S;tup
—Attorney —Address
Marne: |Attorney M ame Lire: 1: |Street Linel
Tupe: IEourt Appointed j Line 2 |Street Line 2
Start Date: Im /1072002 |ﬂ;| City: IAttorney City
State: [virgiria | Zip 123456783
—Motes
ﬂ — Phone
Nurnber. [[804)555-1212 Ext[1
Type: IWork 'I
Reparts
‘# E @ L,j E Staff- |Case, Manager
il << Previous Save Undo Hew Delete MHegt > Diate Edited: [06A10/2002 01:10 P
| Case No.: CAT7502002061012274400 | 051372002 [g15aM
Attorney tab

Click the New icon to clear the data fields at the bottom section of the tab, and enter another

attorney.
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Chapter 8: Pretrial Supervision Module

This chapter contains information about the Pretrial Supervision module, which captures and
displays all supervision-related information for defendants. Pretrial Services Supervision
contains the following sub-modules:

Schedule

Case Notes
Referrals

UDS

Payment Obligations
Non-Compliance

. Pretrial Supervision x|

Schedule | Caze Nates | Refernals I DS
Payment Dbligations I Mon-Compliance

Pretrial Supervision window
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Schedule

The Schedule sub-module shows a calendar of the defendant’s scheduled appointments. A Folder
icon on a calendar date indicates an appointment has been scheduled. Click the folder and a list
of activities scheduled for that date appears in the Activities list box at the bottom section of the
window. The Activities list box shows: Date, Type, and Note. You can schedule new
appointments, delete existing appointments, or enter contact notes for a scheduled appointment
from this window. More than one appointment can be made for the same date.

i, Pretrial Supervision {Schedule) x|
Juily 2002 I
Sun Mo Tue Wed Thu Fri Sat

1 2 4 il E

7 8 3 10 ﬁ 11 12 13

14 15 16 17 ﬁ 18 19 20

21 22 23 24 ﬁ 2h 26 27

2a 29 an a1 ﬁ

02/21402 | 4 k| OF/03/02

Activities

D ate | Type | Mote

070342002 Office Wisit

Filter: |41 j _D_uiu:k.i‘-.u:ldl

Schedule window

Use the slide bar at the bottom section of the calendar to help select the date.
e Click to the right or left of the slide button to change the year.
e C(Click the left or right arrow to change the month.

e C(Click and drag the slide button to get to dates that are more than a few years in the past or
future.

Click the New button to clear the data fields in the tab and enter another appointment.
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Schedule, continued
Entering Schedule Information

To enter defendant schedule information:
e click the Quick-Add button to enter recurring appointments, or
e click the New button to enter one appointment at a time.

Viewing Appointment Details

To view the details of an appointment:

e click the Folder icon for the date, and

e double-click the appointment from the Activities list box, or

e select the appointment and click the Detail button at the bottom section of the window.

Deleting Scheduled Appointments

To delete a scheduled appointment:

e click the Folder icon for the date

e select the appointment from the Activities list box, and

e click the Delete button at the bottom section of the window.

Filtering Appointment Types

To filter appointments shown in the Activities list box using a specific Filter option:
e click the Filter drop-down arrow, and
e select a filter from the Filter drop-down list.

Activities

[ ate | Type | Mate
06/05/2002 Office Visit

Filker: IEI - I
— I -
Court Appearance |
Dirug Test

Harme YWerfication
Horme Wisit

Maote Continued —
3 Office Wizt =

Dt af Office Visit ™ =

Quick &dd |
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Schedule, continued
Quick Add

Click the Quick Add button, and the New Schedule window appears. This window allows you to
schedule the same appointment type for multiple dates. When entering appointments on this
window, a Folder icon appears on all appropriate dates on the calendar.

i, New Schedule x|

appaintment Type: |m 'I

Start Date; IMM-’DDW ELI

Start Tirne: I

Frequency: I j

Dccunences: |1
Day: I j

ok LCancel |

New Schedule window

When scheduling appointments using Quick Add, the following information is required:
Appointment Type, Start Date, Frequency, and Occurrences. If you schedule an appointment to
occur on the 1st, 2nd, etc. week of the month, Day is also required.

Example 1: This shows how to schedule a recurring weekly appointment for six weeks. Follow
the steps in the procedure:

1. Enter the information in the New Schedule window as follows:

i, Mew Schedule |
Appointment Tope: IEIffiI:e Yisit j
Start Date: [06/05/2002 =
Start Time: I
Frequency: |'Weskly |

Dccumences: IE
Day: I j

]9 Cancel |

New Schedule window
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Schedule, continued
2. Click the OK button.

Result: A Folder icon for an Office Visit appears on every Wednesday for six weeks from
the date of the first appointment.

iai. Pretrial Supervision (Schedule) 5[
July 2002
Sun aon Tue Wed Thu Fri Sat
1 2 4 5 E
7 8 9 10 11 12 13

18 13 20

28 29 20 il

L
L

21 22 23 24 ﬁ 25 26 27
L

081602 | | [ »| o7/0as02

Actlivities

Date | Tyupe | Mate
070342002 01:00 PM  Office Visit Defendant must be tested for all drugs.

Fitter: [ ~| Quickadd| Mew | Detal |[[DEEET] Close

Schedule window

3. Click on the Folder icon and the appointment Date, Type, and Note appears in the Activities
list box at the bottom section of the window.

Example 2: This shows how to schedule an appointment for the first Tuesday of each month for
six months, starting June 4™. Follow the steps in the procedure below:

1. Enter the information in the New Schedule window as follows:

x

Appointrment Type: IElffil:e Wizt j
Start Date; [8/04/2002 [+
Start Tirne: I
Freguency: I'Ist Ocourence j

Dccunences: IE

Dray: I Tuesday j

ok Cancel |

New Schedule window

October 2002 Virginia Department of Criminal Justice Services 8-5



PTCC User Guide

Schedule, continued
2. Click the OK button.

Result: A Folder icon for an Office Visit appears on the first Tuesday for the next six
months from the date of the first appointment.

. Pretrial Supervision (Schedule) il
June 2002
Sun an Tue wied Thu Fri Sat
1
2 3 1 = 5 g 7 g
R

3 10 1 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

os/z1/02 | ¢ [ v| osoaiz
Activities

Date | Type | ote

06/04/2002  Qffice Yisit  Defendant must be tested for all drugs.

Fitter [ v| Quickadd| New |[7De@ET] Delete Cloze

Schedule window

3. Click on the Folder icon and the appointment Date, Type, and Note appears in the Activities
list box at the bottom section of the window.
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Schedule, continued
New

To add a new appointment or contact note, click the New button and the Schedule Detail window
appears. The window serves two purposes as follows:

e schedule an appointment in the top of the window, or

e ecnter a Contact Note about a scheduled appointment in the bottom section of the window.

A Contact Note cannot be entered here unless an appointment was scheduled.

Not all Contact Notes can be entered from here. Referrals, UDS, Payments, Non-

Compliance, and Graduated Sanctions must be entered through their respective
FYI sub-module in the PT Supervision module.

Saving a Contact Note record creates an entry in the Case Notes Log that shows:
Contact Date, Contact Type, Time, Defendant Present, and Contact Note. The
information can be viewed from the Case Notes window. Once a Contact Note
has been entered and saved, it cannot be changed or deleted.

i, Schedule Detail : x|

ppeintment Type: [INRAR— -

mWMJDDW B~ Time: |

— Schedule Maote

— Contact Mate
Contact Type: I j [T Defendant Present

Date: [MM/DDAYY (2] Time: |

Contact Mate

Save | Cloze |

Schedule Detail window

If the defendant was present for the contact, click the Defendant Present check box.
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Case Notes

The Case Notes sub-module serves two functions, it allows for the:
e cntering of a New Note for a defendant, or
e displaying of View Notes for a defendant.

New Note

Click the New Note radio button to enter a case note about a defendant for a specific date.

. Pretrial Supervision {Case Notes) x|
e X Tupe: -
& New Note | -
D ate: I_.-'_,-' |ﬂ;|
= Wiew Motes )
Tirne: I
™ wiDefendant
—Motes

Save | Cloze |

Case Notes window

Select the note type from the Type drop-down list, select the date, and type in the time. If the
defendant was present for the contact, click the w/Defendant check box.

Type the note in the Notes field, and click the Save button. Once the note is saved, it cannot be
modified or deleted. A new note, however, can be entered.
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Case Notes, continued

View Notes

Click the View Notes radio button to view notes about a defendant over a specified period of
time.

. Pretrial Supervision (Case Notes) ﬂ
T ) -
= MNew Maote #he I J
D ate Start: I_,’_,’_ E;'
DateEnd |_/_/ =~
r[Wotes
=
[ -]

Bun Cloze |

Case Notes window

To filter the case notes by a specific type and/or date range, select the note type from the Type
drop-down list and/or select Date Start and Date End, and click the Run button. If no filtering

information is entered, all case notes will appear on the log.

Result: All case notes, based on the criteria selected, appear in a report called Case Notes
Log. To print the report, click the Print icon at the top of the report window.

=181 x|

o Case Note PT

I<| <| 1af1 » | >I| I| S| |1uo°/° v[ Totak2 100% 20f2

Monday, July 15, 2002 Case Notes
Defendant, Joe M - 999-33-9999  Cage# CA1760200206101 2274400
System Contact Staff
Date Tvoe Note Memh er
06/10/2002 OV Contact Date: 01/10/2002 Contact Time: 90041 Manager Case

wibefendant: Ves

Motes: The defendant appeared in the office today for the first i
time. The intake was complete and the placement made active.

The defendant must appear weekly on Tuesday's and be prepared

for random breathalyzer tests.

Case Notes Log

FY] See Chapter 11: Reports and Forms for more information about other reports.
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Referrals

The Referrals sub-module captures and displays information needed to refer a defendant to an
education or treatment program, as well as to record the first substance abuse testing. The sub-
module contains a summary list box showing: Referral, Referral Date, and End Date. Select a
referral record in the list box, and the details for that record appear in the fields at the bottom
section of the window. Use the fields in this sub-module to add, modify, or delete referrals.

Referral information is part of the Pretrial Services Monthly Report, therefore, all
referrals must be entered.

The Date First Attended field must be completed for the New Service
Placement to be counted on the Pretrial Services Monthly Report.

A defendant’s first substance abuse testing is considered a referral, and must be
entered here to receive credit on the Pretrial Services Monthly Report.

Saving a Referral record creates an entry in the Case Notes Log that shows:
FY] Referral Date, Contact Type, Referral Type, Where, Date First Attended, Staff,
and Outcome. The information can be viewed from the Case Notes window.

. Pretrial Supervision (Referrals) LI
Referal I Feferal D ate I End Date
Substance Abuze Testing 01,/10/2002  05/10/2002
. - Drate First =
Refenal Date: [}/ 10/2002 - e Pt [o110/2002 Bl
Befenal Tupe: | Substance Abuse Testing =l End Date: [05/10/2002 -l
Other Deser.: I COutcome: IEase Clozure j
[~ Graduated Sanction Notes
[~ Transfened from CC _I
Who Pays: I j
Ertered | j
Location: I ;I
Staff: ICase, tanager
Diate Edited: IDE;"I 0/2002 01:18 Pk
Save | Whda | Hew | Delete | LCloge |

Referrals window

Date First Attended and End Date are required when the Outcome for the referral is Successful.
Date First Attended and Outcome are required when an End Date is entered. If the referral is a
result of a graduated sanction due to a non-compliance issue, select the Graduated Sanction
check box. If this referral was initiated in Community Corrections and then transferred
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Referrals, continued

to Pretrial, select the Transferred from CC check box. Select Insurance, Program, Other, or Self
from the Who Pays drop-down list to identify who is responsible for paying for the service.
Select Court Ordered, Employment Directed, Other, or Voluntarily from the Entered drop-down
list to identify how the person entered the education or treatment program.

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields at the bottom section of the tab, and enter another
referral.
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ubs

The UDS (Urine Drug Screen) sub-module captures and displays information about drug tests
performed for the defendant. The sub-module contains two tabs: Test Information and Test
Results. The window contains a summary list box showing: Collected, Result Date, Result, and
Test Type. Select a UDS record in the list box, and the details for that record appear in the fields
in the tabs at the bottom section of the window. Use the fields in the tabs to add, modify, or
delete UDS information.

Test Information Tab

The Test Information tab allows the capturing and viewing of information about the collection
and testing of UDS’. Information in this tab must be saved before continuing to the Test Results
tab. Date of Results must be entered for the test results to appear in the Results column of the
summary list box. If data is only entered in the Test Information tab, a case note is not added to
the Case Notes Log.

. Pretrial superyision (UDS) x|

Collected | Rezult Duate | Result | Test Tupe
01A0/2002 0141042002 Megative  Drug Sereen - On-Site

Test Information T Test Results
Collected By: |{M=-M El== = = ~ Techniciaty I
Date Collegted: [11/101/2002 =l Test Loatior |
Date Sent: IMM"’DDW ELI Lab:l
Test Type: Drug Screen - OnSite— »| Date of Resuits:[01/10/2002 B
Save | Wnda | MHew Delete Cloze

Test Information tab

Select the staff person who collected the UDS from the Collected By drop-down list. Type the
name of the technician who tested the sample in the Technician field. Use the Test Location field
to record where the sample was tested. Type the name of the lab that conducted the test in the
Lab field.

Click the New button to clear the data fields on both tabs and enter another UDS.
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UDS, continued

Test Results Tab

The Test Results tab captures and displays the drugs the defendant was tested for, and the results
of those tests.

Saving Test Results creates an entry in the Case Notes Log that shows: Date
FY] Collected, Contact Type, Drug Test Type, Drugs Tested, Results, Staff, and
Notes. The information can be viewed from the Case Notes window.

&, Pretrial Supervision (LUDS) x|

Collected | Result [ ate | Result | Test Type
M./1042002 0141042002 Megative Diug Screen - On-Site

Test Information T Test Results
Dirugs Tested
gmpb}"tlet?mines o Pagitive | Drug Tested
arbituates
Cocaine - Crack Alsohal
Codeine Add > | Cocaine
Demeral O Marijuana
Dilaudid -B
Hashish ﬂl
Herain
LD
MDA - Amphetamine Yarniant
Mescaline
Methadone
Methamphetaming
Methamphetamine - lce ;I
Mate:
Breathalyzer
d Lewel: I
Staff: IEase, M anager
;I D ate Edited: IDEH 072002 01:19 PM

Save | Undo | New | Delete | LCloze |

Test Results tab

To select a drug: highlight the drug on the left, click the Add button and the drug appears on the
right.

To remove a drug: highlight the drug on the right, click the Remove button and the drug appears
on the left.

Mark positive results by clicking the check box next to the drug.

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields on both tabs and enter another UDS.
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Payment Obligations

The Payment Obligations sub-module captures and displays information about payments made
by the defendant. The sub-module contains a summary list box showing: Placement, Status,
Status Date, and Referral Date. Select a placement record from the list box, and the payment
obligations for that placement appear in the Obligations list box. If payments have been made for
a particular obligation, a + sign appears next to the obligation. Click the + sign and the payments
made toward that obligation appear in the Obligations list box. Highlight a specific payment to
modify or delete it. Add new payments by selecting a placement, selecting an obligation,
entering the amount and the date, and clicking the Save icon.

Only Active and Inactive placements appear on the PT Supervision Payment
Obligations window.

The actual Payment Obligation must be entered in the PT Placement module
FYI Payment Obligations sub-module in order to appear here.

Saving a Payment record creates an entry in the Case Notes Log that shows:
Arrest Date and Referral Date for the placement, plus Contact Type, Date Paid,
Amount Paid, Balance Due, Staff, and Notes. The information can be viewed
from the Case Notes window.

i, Pretrial Supervision {(Payment Obligations) EI

Flacemenll Status | Status Datsl Referral Date

Dbligations: Payment

Payment Nﬂ'l—
Amount Paid: l—
Date Paid: |[MM/DO AT E:
Receipt Nﬂ'l—

Remit to: I—
Name: I—
Line 1 I—
Line 2 I—

Mo Ciy l—

;I State; I— Zip: I—

Staff:
Diate Edited:

Save | Undo | Hew | Delete | Llose |

Payment Obligations window

The Amount Paid ficld is limited to less than $1,000. If the payment made is greater than or equal
to $1,000, enter the payment as two separate payments. The Payment No field will automatically
fill once a payment has been entered and saved. If there is a receipt number, enter it in the
Receipt No field. If information is entered in the Note field and the Save button is clicked, the
note cannot be modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields on the right side of the tab, and enter additional
payments made.
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Non-Compliance

The Non-Compliance sub-module captures and displays information about a defendant’s non-
compliance issues. The sub-module contains a summary list box showing: Non-Compliance Type,
Date, and Action Taken. Select a non-compliance issue record in the list box, and the details for
that record appear in the fields at the bottom section of the sub-module. Use the fields in this
sub-module to add, modify, or delete non-compliance issues.

Saving a Non-Compliance record creates an entry in the Case Notes Log that
FY] shows: Non-Compliance Date, Contact Type, Non-Compliance Type, Action,
Staff, and Notes. The information can be viewed from the Case Notes window.

i, Pretrial Superyision {Non-Compliance) 5[
Mon-Compliance T_I,Jpel [ate | Action Taken
Mizzed Drug Test 072002 Motify Defendant
— Mon-Compliance MHotes
Tupe: [{Fje Crug Test :I
Date: [1117/2002 -
Action T aken: INotif_l,l Defendant j LI
¥ | Graduated S anction Imposed Staf: IEaSE. Manager
Date E dited: IDB.:"I 042002 07:19 P
Graduated Sanctions |
Save | Whdo | Mew | Delete | Cloze |

Non-Compliance window

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields at the bottom section of the tab, and enter another
non-compliance.

Graduated Sanctions Button

The Graduated Sanctions button allows access to the Graduated Sanctions window, which
captures and displays graduated sanction information imposed against a defendant. If the non-
compliance issue results in Graduated Sanctions being imposed:

e select the Graduated Sanction Imposed check box

e save the non-compliance record, and

e click the Graduated Sanctions button to activate the Graduated Sanctions window.
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Non-Compliance, continued
Graduated Sanctions Window

The Graduated Sanctions window captures and displays information about graduated sanctions
imposed for the defendant. The window contains a summary list box showing: Non-Compliance,
Graduated Sanction, and Date Imposed. Select a graduated sanction record in the list box, and the
details for that record appear in the fields at the bottom section of the window. Use the fields in
the window to add, modify, or delete graduated sanctions.

shows: Date Imposed, Contact Type, Sanction Type, Imposed By, Staff, and

FY] Saving a Graduated Sanction record creates an entry in the Case Notes Log that
Notes. The information can be viewed from the Case Notes window.

. Graduated Sanctions x|

I on-Compliance | [araduated S anction | D ate Impozed
Mizzed Dug Test Substance Abusze Education  02/10/2002

Sanchian TEEEZ CSubstance Abusze

Date Imposed: [02/10/2002 £~
Impozed By: I Pretrial Services j
Motes
-]
=

S IEase, b anager .
Date Edited: IDE.-"'I 02002 1:20:00 Pk

Save | Hrdio | Hew | Delete | Cloze |

Graduated Sanctions window

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields at the bottom section of the window, and enter
another graduated sanction.
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Chapter 9: Community Corrections Placement Module

This chapter contains information about the Community Corrections Placement module.
Community Corrections Placement is used to set up a placement for an offender that is to be
supervised by Community Corrections. As you work through the Community Corrections
Placement sub-modules, any information entered is associated with the placement selected in the
Placement tab. Community Corrections Placement contains the following sub-modules:

Placement

Program Requirements
Community Service
Conditions

Payment Obligations
Court Dates

Attorney

Charges
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Placement

The Placement sub-module captures and displays offender placement information. The sub-
module contains three tabs: Placement, Status/Closure, and Disposition/Sentence. The
information in the remaining sub-modules relate to the placement selected in the Placement tab.
Before continuing to the other sub-modules in Community Corrections Placement, be sure to
select the appropriate placement from the summary list box.

Placement Tab

The Placement tab contains a summary list box showing: Referral Date, PCC, Court, and Current
Status. An offender can have multiple placements, which appear on separate lines and are
separate records in the list box. Select a placement record in the list box, and the details for that
record appear in the fields at the bottom section of this tab, and on the Status/Closure and
Disposition/Sentence tabs. Use the fields in this tab to add, modify, or delete (with limitations,
see Appendix A: Deleting a Case, Placement, and/or Screening on page A-1) community
corrections placement information.

All Active, Inactive, and Pending Community Corrections placements for an
offender must be assigned to the same case manager. Therefore, if an offender
FY-, has existing Active, Inactive, or Pending Community Corrections placements

assigned to one case manager, and a new placement is added and assigned to a
different case manager, the new case manager inherits all existing Active,
Inactive, or Pending placements.

[* Pretrial and Community Corrections Case Management System (PTCC) - [Communikt - |El|5|
B3 File Edit Modules Reports  Administration  Window Help =1
Frogram R equirements | Community 5 ervice | Conditions |
Paprment Obligations | Court D ates | Attarney | Charges |

IName: Offender, Josephine; SSMN: 000000000; DOB: 0641041965

E FPlacement T Status/Closure T Dizposition/Sentence
Screening
Fieferral D ate: | PCC | Court | Current Status
0E/10/2001 M1 General Digtrict - Criminal - Richmond [City]  Active
S;tup
PT Plernt Placement Mo: IZDD2DE‘I 0ooon2 Placement Type: INew Placement From Court j
@ Arest Date: [l 1072001 = PEC: [ =]
FT Supy Anresting Agenc:y:l ~|  ECSentence Type: I Lacal Prabation [w/suspended sentej
Beferral Date: IDEJ‘I 042001 |ﬂ;| Agsigned Ta: ILocaI, Prabatian - CC Staff j
Referring Eou[t:IGeneraI District - Criminal - Hichmondﬂ Supervision Level: II j
M MMIHDHDLJUCIQB j _ I~ Monitar Orly
Refering Subst. Reinstatement )
CC Supv Judge:l I Reinstatement
— Prewviouz
{% Placement ND:I
Reportz
# <:| g @ L,j E Staff: |Local. Probation
%l << Previous Save Undo Hew Lelete Megt > Date Edited: [06/10/2002 01:35 PM
| Caze Mo.: CA1760200206101 2564600 | 06/13/2002 [1:59 PM

Placement tab
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Placement, continued

Enter the date the placement was sentenced to Community Corrections in the Referral Date data
field. Select the judge that referred the placement from the Referring Judge drop-down list. If the
judge was a substitute, select Substitute from the Referring Judge drop-down list, and type the
substitute’s name in the Referring Subst. Judge data field.

Make a selection from the Supervision Level drop-down list, if appropriate. Select Monitor Only
for placements that do not require traditional supervision, but do need to be monitored to ensure
they complete their Community Service requirement and/or Payment Obligations. If this
placement is a reinstatement, click the Reinstatement check box, and enter the original placement
number that is associated with this reinstatement. This does not link the two placements in any
way, but shows the placement associated with the reinstatement.

Placements checked Monitored Only will not be included in Sections | and Ill of
the Community Corrections Monthly Report.

Click the New icon to clear the data fields on all placement tabs and enter another placement.
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Placement, continued
Status/Closure Tab

The Status/Closure tab captures and displays placement status and closure information, as well
as information about the placement’s transfer status. When the current status of a placement
changes, PTCC makes an entry showing: Status, Status Date, and Inactive Reason in the
Placement Status History window, which can be accessed by clicking the Status History button.

Tip See page 9-6 for detailed information about business rules associated with this
tab.

A% Pretrial and Community Corrections Case Management System {(PTCC) - [Community Corr:

_iBlx]
B5. File Edit Modules Reports  Administration  Window Help - IE Iﬂ
Program Reguirements | Community Service | Conditions I
Papment Obligations | Court Dates Abtomey | Charges I
IName: Qffender, Jogephine; S5SM: 000000000; DOE: 0641041965
g Placerment T T Dizposition/Sentence
Screening r— Transfer In
Frarm: I j
L Date Received: |MMDDMYY ELI
Setup Date Sent Back: [MMDDMN Y EI;'
r— Transfer Out
Tor I j
Diate Sent Out: MMADDAYY ELI
Date Returned: MDD AN EI;'
Current Status: IActive j Status Date: |UBJ1 072001 EI;'
Inactive
’7 Heason:l j Other Desc: I ‘
Closure
Type: =l Other Desc: I
Unsuccessful. j Other Unsuccessul
CC Supy Reason: Reason Desc:
| Pending Reazan: j
@ Status History | Clased Feview Date: [MM /DD /Y B
Reports
‘# <:| E @ L,j Staff- |Local, Probation
¥ << Previous Save LUnda Hew Delete Megt >3 Date Edited: |06/10/2002 01:35 P
| Case No.: CAT7502002061012564500

[06/13/2002 [201 FM

Status/Closure tab

If a placement was received from another locality, go to the Transfer In group and select the
locality from the From field drop-down list, and the transfer date from the Date Received drop-
down calendar. Upon returning the placement back to the original locality, select the Date Sent

Back from the drop-down calendar, and select Transferred in-Sent Back as the closure type to
close the placement.
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Placement, continued

If transferring a placement to another locality, go to the Transfer Out group and select the locality
from the To drop-down list and the transfer date from the Date Sent Out drop-down calendar.
Change the Current Status to Inactive, the reason to Transferred Out, and select the Status Date
from the drop-down calendar. Upon receiving the placement back, go to the Transfer Out group
and select the date from the Date Returned drop-down calendar, and update the Current Status
and Status Date, accordingly.

Note: If there is more than one active or inactive placement for the offender, all placements are
automatically transferred out to the same locality using the information entered on this tab
(Transferred Out To, Date Sent Back, Status, Status Date, and Reason Inactive). These
placements can be returned on a one-by-one basis for closure. If any are returned to Active or
Inactive status, the system automatically returns all of them to Active or Inactive status using the
information entered on this tab (Transferred Out, Date Returned, Status, Status Date, and Reason
Inactive).

Only users with Supervisor rights in PTCC can enter Closed Review Date.

Click the New icon to clear the data fields on all placement tabs and enter another placement.
Placement Status History Window

Click the Status History button at the bottom section of the Status/Closure tab to access the
Placement Status History window. The Placement Status History window shows: Status, Status
Date, and Inactive Reason for the currently selected placement. The window provides a quick
overview of the placement’s status history, for instance you can see when and why the status
changed from active to inactive. Information in this window is view only; it cannot be added,
modified, or deleted.

i, Placement Statui 10| x|

Statuz | Statuz Date | |nactive Reazon

Pending 08/02/2002 Mot Applicable
Active 0870342002 Mot Applicable
Imactive 08/05/2002 Hozpital/Medical
Cloged 08/06/2002 Mot Applicable

Placement Status History window
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Placement, continued

Community Corrections Placement Rules

The following rules apply to Community Corrections Placements:

Pending Rules

9-6

Placements that leave Pending status can never return to Pending status.

A Pending-Close closure type only applies when Current Status is Pending, and is the only
way to close a Pending placement.

You may enter the following information about a Pending placement:

Program Requirements
Community Service
Conditions

Payment Obligations
Court Dates

Attorney

Charges
Co-Defendants
Victims

Setup information
Pending Charges
Outstanding Warrants
Prior Criminal Activity

No supervision activity can be entered in the CC Supervision module while a placement has a
status of Pending.

PTCC Case Management System
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Placement, continued

Status Rules

A new Status Date is required whenever Current Status changes.

The new Status Date must be greater than the current Status Date.

If Current Status changes from active to inactive for one placement, ALL placements for the
offender that are NOT closed or pending become inactive with the same Reason and Status
Date; however, no new Status Date can be less than any other placement’s current Status
Date. (See Example 1.)

If Current Status changes from inactive to active, ALL placements for that offender that are
NOT closed or pending become active with the same Status Date; however, no new Status
Date can be less than any other placement’s current Status Date. (See Example 2.)

Example 1: Placement 1 Active 10/05/01

Placement 2  Active 10/20/01

Placement 1 cannot be made inactive on 10/12/01; the date must be greater than
10/20/01.

Example 2: Placement 1 Inactive 10/05/02

Placement 2 Inactive 10/05/02

A new active placement cannot be opened before 10/06/02; and neither existing
placement can be changed to have an active date before 10/06/02.

Closure Rules

Once a placement is closed, changes to any of the placement information cannot be made
(this includes changing other sub-modules in the Placement module).

Transfer In Rules

Entering information in the Transfer-In group From field requires information to be entered in
the Date Received field, and vice-versa.

Use the Transfer In-Date Sent Back closure type only when the placement type is Transferred
In (this is the only way to close a Transferred In placement).

To close a Transfer In, you must enter the Date Sent Back.
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Placement, continued

Transfer Out Rules

9-8

Entering information in the Transfer-Out group To field requires information to be entered in
Date Sent Out, and vice versa.

When placements are transferred out, you must make the status Inactive with an Inactive
Reason of Transferred Out.

When placements are transferred out, all other active and inactive placements will
automatically be transferred out with the same information; however, you can return and
close Transferred Out placements on a one-by-one basis.

If a Transferred Out placement is made active, enter information in the Transfer-Out group
Date Returned field, and all inactive placements automatically become active again with the
same Date Returned.

Before closing a Transferred Out placement, you must enter information in the Transfer-Out
group Date Returned field.
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Placement, continued
Disposition/Sentence Tab

The Disposition/Sentence tab captures and displays charge disposition and sentence information
for the selected placement.

% Pretrial and Community Corrections Case Management System {(PTCC) - [Community Corr: - Iﬂlﬂ
B3 File Edit Modules Reports  Admimistration  Window  Help = |ﬁ' |ﬂ
Program Requirements | Community Service | Conditions I
Payment Obligations | Court Dates | Attormey | Charges I

IName: Qffender, Jogephine; S5SM: 000000000; DOE: 0641041965

g Placement T Statuz/ Closure T

Screening
~ Mote
L Dlispioition; IGu"t-"' ﬂ ;I
Setup
Dispasition D ate: IDEH‘I 0/200 E;l
PT Plcmnt

—Active lhcarceration

s I_ Mos:ls— Days:l_

— Suzpended Incarceration

s l_ MDSZIB— Da_l,.ls:l_ ;I

CC Supy
Reports
v# <:| @ Lj ﬁ Staff: |Local. Probation
EL << Previous Save Unda Mew Delete Megt > Date Edited: |06/10/2002 01:35 P
| Case Mo CA1760200206101 2564500 | 051372002 | 2:03 PM

Disposition/Sentence tab

Click the New icon to clear the data fields on all placement tabs and enter another placement.
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Program Requirements

The Program Requirements sub-module captures and displays court-ordered requirements
information. The sub-module consists of one tab, Program Requirements. The tab shows: Length
of Supervision, Community Service, Worked to Date, Payment Obligations, and Paid to Date. Each
placement has only one program requirements record.

Program Requirements information should be entered for all placements.

Before setting up Community Service work sites and site assignments, fill out
FY[ how many hours of community service the court imposed.

Before setting up Payment Obligations, fill out the amount of Court Costs, Court
Fines, Restitution, and/or Supervision Fees the court imposed.

:[% Pretrial and Community Corrections Case Management System (PTCC) - [Community =0
B3 Fil= Edit Modules Reporks  Administration  wWindow Help =0 |
Flacement | Program Pequirements | Cornmutity Service | Conditiors |
Payrnent Obligations | Court Dates | Attormey | Charges |
IName: Offender, Josephine; 5SM: 000000000; DOE: 06/10/1965
g Program Bequirements ]
Scresring — Length of Supervizion — Papment Obligations
s || Mas: I Da_l,ls:l Court Costs:|$5DD.DD
| Seim | End Date: [MM/DD A = Cout Fines: [$500.00
Festitution: |$25D.DD
PT Plemnt
 Community 5 ervice Supervision Fees: |$U. ]
Original H :|1DD.DD
MBI ~Paidto Date
Adjusted Hours: |2U-UU Ban Eosts:|$25-UU
Tatal Hours: |1 20.00 Cout Fines: |$D. oo
Restitution: |$U. o0
—wiorked to Date
Supervision Fees: |$U. oo
Hours: ID.DD
@ Lj E Staff: [dministratar. Spstem
<< Previous Save Undo Hew Delete Megt =» Diate Edited: [07/25/2002 08:53 AW
| Case No.: CAT7E0200206101 2564500 | 07/25/2002 [ %41 AM

Program Requirements tab

If Community Service hours are adjusted for any reason, such as additional hours due to a
graduated sanction, you must enter the adjustment + or — here.

As hours are worked and recorded, the system automatically updates the Hours field in the
Worked to Date group.

As payments are made and recorded, the system automatically updates the Court Costs, Court
Fines, Restitution, and Supervision Fees fields in the Paid to Date group.
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Community Service

The Community Service sub-module captures and displays information about the work sites
where the offender will perform community service for the placement selected on the Placement
tab. The sub-module consists of one tab, Community Service. The tab contains a summary list
box showing: Work Site, Locality, and Begin Date. Select a work site record in the list box, and
the details for that record appear in the fields at the bottom section of the tab. Use the fields in
this tab to add, modify, or delete community service information.

Once hours are worked and recorded in the CC Supervision module, the system
calculates and shows: Worked to Date, Amount Remaining, and Last Date
Worked in the Summary of Hours group. This summary is for the total hours
FYI worked, regardless of the number of different work sites.

Before setting up Community Service work sites and site assignments, enter the
number of community service hours the court imposed on the Program
Requirements tab.

: [: Pretrial and Community Correc — |ﬁ||1|
B3+ File Edit Modules Reports  Administration  Window  Help - IE Iﬂ
Placement | Program Requirements |_ Conditionz I
Papment Obligations | Court Dates | Abtomey | Charges I
IName: Qffender, Jogephine; S5SM: 000000000; DOE: 0641041965
g Community Service ]
Screening
Work Site I Locality I Begin Date
“wiork Ste Richmond [city] 061042001
S;tup
m — ok [nformation . )
Begin Date: [05/10/2001 =3B
Site: | work Ste j Ma. of Hour.
Type: j To Complete: |50
Line 1: [Wiork Site Address By [12/10/2002 -
Line 2: IWka Site 2 Address Frequency: |weekly j
City: |Work Site City HrsFrequency: |5
State: I\firginia j Zip: |1 2345-6733 Lozality: IHichmond [ity) j
[Cortact Last H Comact FratH Summary of Hours
x Contact: | ontact Last Mame, Contact First Mame \wWorked to Date: |50
| ESSR | Mumber:|[B04J555-1212 Ext| Armaurt Remaining:
@ Supervisor: IMartha wiorksite Last D ate "worked: [12/10/2001
Reports
‘# <:| E @ L,j E Staff: |Local. Probation
¥ << Previous Save LUnda Hew Delete Megt >3 Date Edited: |06/10/2002 01:38 P
[05A13/2002 | 2:08 PM

[ Case Mo.: CAT17R02002081 01 2564500

Community Service tab

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
community service work site.
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Conditions

The Conditions sub-module displays the standard State Condition of Supervision, and allows the
additional of Additional Conditions (locally defined), and/or Other Conditions (unique
conditions) for the offender. The sub-module contains one tab, Conditions. The tab contains a
summary list box showing either the State Conditions or Additional Conditions, depending on the
radio button selected in the Conditions to View group. Conditions entered in this tab are for the

placement selected in the Placement tab.

modified. Once entered, Additional Conditions can be added or removed, and

FY] State Conditions are automatically entered for the offender; they cannot be
Other Conditions can be added, modified, or deleted.

i[% Pretrial and Community Corrections Case Management System (PTCC) - [Community - |ﬁ'|l|
B3 File Edit Modules Reports  Administration  Window Help 18] x|

Placement | Program Requirements | Camriurity S ervice |—
Payment Obligations | Court Dates | Altarney | Charges

|Name: Offender, Jogephine; S5M: 000000000; DOE: 0841041965

g Conditions ]

Conditions To Yiew
Date: I-IJ1 0./2001 E :l Agreement Sighed: IYes "I ’7 " State " Additional _I
S;tup
Toreport by phone and/or in person to a caze manager az scheduled. -
Toreside at | ] and to natify rmy case manager prior ta any change of residence or telephone

number. Residence verification may be required.
To follow my cage manager's instructions and be truthful and cooperative.

To notify my caze manager of any change in emplopment or educational statuz within one week. WVerfication of employment may

be reguired.
r Other Candition
L -
CC Supw
Reports
4. 8/9| | Bl E—
] <4 Previous Save Undo Hew Delete MNegt > Date Edited:
| Case Mo.: CAT7E0200206101 2564500 | 061342002 [2:08FM

Conditions tab

Select the date the Conditions take effect from the Date drop-down calendar. Select Yes or No
from the Agreement Signed drop-down list to indicate whether the offender signed the

Conditions of Supervision form.
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Conditions, continued
Adding Additional Conditions

Follow the steps in the procedure below to select additional conditions.

1. Select the Additional radio button in the Conditions to View group, and click the Ellipse

button.
Conditions ]
Conditions To Yiew
Date:l_a"_a’_ E :l AgreementSigned:lNo Vl ’7 " State at J |

Result: The Additional Conditions window appears with Additional conditions on the left.

. Additional Conditions x|
Condition Condition
i Test Curfewn
Add -» |
<-Hemove |
a | N a | _»|

ok | LCancel |

Additional Conditions window

2. Highlight the Additional Condition to be imposed, click the Add button, and the Additional
condition moves to the list box on the right.

FY] There is no limit to the number of Additional Conditions that can be entered.

3. Click the OK button and the condition appears in the Conditions tab.
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Conditions, continued
Removing Additional Conditions

To remove Additional Conditions:
e select the condition to be removed on the right
e click the Remove button, and the condition moves back to the list box on the left.

Entering Other Conditions

Follow the steps in the procedure below to select Other conditions.
1. Type the unique condition in the Other Conditions memo box on the Conditions tab.

Other Conditions

Breathalyzer tests randornly ;I

Other Conditions memo box

2. Click Save.
Removing Other Conditions

To remove Other Conditions:
e select the condition to be removed in the Other Conditions memo box, and
e press the Delete key on the keyboard.
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Payment Obligations

The Payment Obligations sub-module captures and displays information about an offender’s
payment obligations for the placement selected in the Placement tab. The sub-module consists of
one tab, Payment Obligations. The tab contains a summary list box showing: Obligation, Date
Imposed, Final Amount Due, and Balance Remaining. Select a payment obligation record in the
list box, and the details for that record appear in the fields at the bottom section of the tab. Use
the fields in this tab to add, modify, or delete payment obligations.

P

As payments are entered in the Supervision module, the system automatically
updates the following data fields in the Payment Obligations tab:

Final Amount Due

e Last Payment

e Amount Paid To Date

e Balance Due

Before setting up Payment Obligations, enter the amount of Court Costs, Court
Fines, Restitution, and/or Supervision Fees the court imposed on the Program
Requirements tab.

i[Z pretrial and Community Corrections Case Management System (PTCC) - [Community Co 18] x|
B File Edit Modules Reports  Administration  Window Help &l x|
Flacement | Frogram Reguirements | Community Service | Conditions
Court Dates | Altorney | Charges

IName: Offender, Jozephine; SSM: 000000000; DOE: 0641041965

Obligation I [ ate Impozed I Final mount Due I B alance Remaining -
Court Costs 0BA0:2000  $0.00 [$50.00)
Court Fines 06/10/20001  $50.00 $0.00 L
Riestitution 0BA0/2000  $50.00 $0.00
Sunervizinn Fees  NRANA2NM F10nn 000 :I
= — Payment
Drate Imposed: |06/10/2001 |j vl
! Adjustment: |[$50.00)
Obligation: -
I Court Losts J Reason: |transferred ot
Tt onvant I$5D. ] [T i .
Final Amaount Due; |$U. oo
Femit to: e
smiie IEDU[t Llerk J Last Papment: |$5. on
Weme I.-’-‘«nthony Elerk Arnount Paid to Date: |$50.|:|0
Line 1: IDDD Courthouze Foad )
Balance Due: |[$ED.DD]
Lire 2: I
City: IHiChmond
State: [ virgiria =l Zief11111-11711

Staff: |Local. Probation

Mext >> | Ciate Edited: |05/17/2002 0350 AR

[

Save

lle et

) | Lj
Unda Hew

<< Previous

| Case Mo CA1760200206101 2564500 | 0872972002 | 3:02 P

October 2002

Payment Obligations tab
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Payment Obligations, continued

If an offender’s payment obligation amount is not defined, click the Undefined check box. Select
Court Clerk, Program, or Victim from the Remit To drop-down list, depending on who will receive
the payments. Type any adjustments to Payment Obligations in the Adjustment data field, and
type the reason for the adjustment, such as Court Order, in the Reason data field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
payment obligation.

If an offender is going to work extra Community Service hours in lieu of a
Ti payment, select the Payment Obligation, enter a negative payment adjustment,

p and enter the reason as Community Service in Lieu of. Make sure you add the
hours to the Program Requirements and Community Service tabs.
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Court Dates

The Court Dates sub-module captures and displays information about future Court Dates for the
placement selected in the Placement tab. The sub-module consists of one tab, Court Dates. The
tab contains a summary list box showing: Court, Court Date, and Hearing Type. Select a court
date record in the list box, and the details for that record appear in the fields at the bottom section
of the tab. Use the fields in this tab to add, modify, or delete court dates.

A% Pretrial and Community Corrections Case Management System {(PTCC) - [Community Corr: 2] x|

B5. File Edit Modules Reports  Administration  Window Help - IE Iﬂ
Placement | Program Reguirements | Community Service | Conditions I
Papment Obligations |— Abtomey | Charges I

IName: Offender, Jozephine; SSM: 000000000; DOE: 0641041965

g Court Dates ]

Screening

Court | Court Date | Hearing Tvpe
General District - Criminal & Traffic - Richmond 1241042001 Show Cause/Revocation
S;tup
PTI);}“N [~ Case Manager needed in Court w/0ffender
@ — Court Irfarmation ~ Mote:
Hearing Tupe: i ;I

Mlﬁeneral District - Criminal & Traffic - Richmond ﬂ

Court Date: |'|2-"'1Ua"20m E :I Tirne: I'ID:DDAM

Foom: I'I 02 Report E_I,I:IDS:45 AM
Judge: IHonor, Judge j
| O Sy | Substitute Judge: I =l
Reports
# <:| E @ Lj Dm Staff: |Local, Probation
# << Previous Save Unda Hew Delete Mest > > Date Edited: [06/10/2002 07:43 PM
| Case Mo, CA17E02002061 01 2564600 [05A13/2002 [213PM

Court Dates tab

If the court requires the case manager to appear in court with the offender for any reason, select
the Case Manager needed in Court w/ Offender check box. If the judge is a substitute, select
Substitute from the Judge drop-down list, and type the substitute’s name in the Substitute Judge
data field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
court date.
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Attorney

The Attorney sub-module captures and displays attorney information for the placement selected
on the Placement tab. The sub-module consists of one tab, Attorney. The tab contains a summary
list box showing: Attorney Name, Attorney Type, and Start Date. Select an attorney record in the
list box, and the details for that record appear in the fields at the bottom section of the tab. Use
the fields in this tab to add, modify, or delete attorney information.

A% Pretrial and Community Corrections Case Management System {PTCC) - [Community Eorrec:: 2] x|

B5. File Edit Modules Reports  Administration  Window Help - IE Iﬂ
Placement | Program Reguirements | Community Service | Conditions I
Papment Obligations Court Dates Charges I

IName: Offender, Jozephine; SSM: 000000000; DOE: 0641041965

g Attorney ]
Screening
Attorney Mame | Attorney Type | Start Date
Janice Attarney  Public Defender  01/10/2001
S;tup
—dttormey —iddre:
Mame: I.J anice Attormey Line 1: IF'.D. Box 000
Tupe: I Public: D efender j Line 2: I
Chart Date: |um 0/2001 =Rl City: IHichmond
State: | Virgiria = Zec 111111111
—Maotes
;I — Phone
Nurber. |[804)333-3359 Exl: [335533
Type: IWolk 'l
E @ Lj Dm Staff: |Local, Probation
<< Previous Save Unda Hew Delete Megt > Date Edited: [06/10/2002 07:44 P
| Case Mo, CA17E02002061 01 2564600 [05A13/2002 [ 214 PM
Attorney tab

Click the New icon to clear the data fields at the bottom section the tab and enter another

attorney.
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Charges

The Charges sub-module captures and displays a variety of information relating to an offender’s
charges. The sub-module contains four tabs: Existing Charges, New Charges, Co-Defendants, and
Victims. Assign charges to a placement in either the Existing Charges or New Charges tabs. You
cannot assign both Existing Charges and New Charges to the same placement.

Existing Charges Tab

The Existing Charges tab allows charges to be assigned to a placement that were entered in
Screening and marked Referred to CC. The Existing Charges tab has two summary list boxes,
Assigned Charges and Unassigned Charges. The list boxes show: Arrest Date, Primary Offense,
Current Category, Current Descriptor, Current CC, Orig. Category, Orig. Descriptor, and Orig. CC.
Select a charge record in either of the list boxes, and the details for that record appear in the
fields at the bottom section of the tab. Use the Assign Charge to Placement check box in this tab
to assign any of the offender’s unassigned charges to the placement selected on the Placement
tab.

Existing Charges can be assigned to a placement if the charges associated with
the placement were marked as:
FY] e Referred to CC in Screening-Charges Update, or
e Community Supervision Type is Community Corrections on PT Placement
Charges -Amend/Disposition.

:T% pretrial and Community Corrections Case Management System (PTCC) - [Community C: - IDlﬂ

B3 File Edit Modules Reports  Administration  MWindow Help — |E| |£|
Flacement | Frogram Reguirements | Community Service | Conditiohs |
Payment Obligations | Court Dates | Attorney |

IName: Offender, Jogephine; SSM: 000000000; DOB: 0641041965

g Existing Charges T New Charges T Co-Defendants T Wictims ]
Sereening Mate: All charges will be azsigned to Placement 2002071100001
— Agsigned Charges Unassianed Charge
Aurest Date | Frimary Offenze | Current Category | Curent Des Arrest Date | Frimary Offense | Curent Category | Curmrent Des
S_etup
4| | I RN | i
FT Plemmt  Yirginia Code Aizsign Ch ta E t
Y Statute % Local Ordinance ssign Chage o Placemert 17
Incident
Statute:l| Y| Date: I_x'_f’_ E :I Arrest Date:l_f’_f’_ E :”
Categaory: I — Original Bond
Descriptar: I Tupe: I j
Charge Class.: I Amount: I!BD. oo
r Current Bond
M Primary foense:INo 'l %DDLngfri?. I T De;l =
CC Supy =
- Motes: Amount: | 50,00
- |
-1
Reports
‘# <:| - 45) Lj E’ Staft. |
# <4 Previous Save Undo Hew Delete st »» Diate Edited: |
| Case Mo, CA17R02002061 01 2564600 | n8/26/2002 [G:d4 A v
Existing Charges tab
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Charges, continued
Assigning Charges

Follow the steps in the procedure below to assign existing charges to a placement.

1.
assigned at a time.

Select the charge from the Unassigned Charges list box on the right. Only one charge can be

2. Click the Assign Charge to Placement check box.

Exigting Charges T Mew Charges T

Co-Defendants

Wictims

I

T Amend/Dizposition

Mate: &l charges will be assianed to Flacement 2002071200001
Aszsighed Charge

Unazsighed Charge

3. Save the record.

Amest Date | Frimary Offense | Current Category | Current Des Arest Date | Frimary Offenze | Current Categony | Current Des

071242002 Yes ALCOHOL Manufactur

07/12/2002 Na AMIMALS Unautharize

< | i |l KX | |
Wirgihia Code Erpn i

|— % WA Statute £ Local Ordinance | #issign Charge to Placement [/

Result: When the record saves, the charge moves to the Assigned Charges list box.

Existing Charges T Mew Charges T

Co-Defendants

Yictims Amend/Digposition

I 1

Maote: &l charges will be assigned to Placement 2002071200001
— Aszsigned Charges

Unazzigned Charges

Arrest Date | Primary Offense | Current Categary | Current Des Aarest Date | Frimary Offense | Current Categaory | Current Des

0712/2002 “es ALCOHOL I amufactur 07/12/2002 Mo AMIMALS Unautharize

4| | I e K | |
Wirginia Code :

|— = 5 Statute = Locsl Ordinance | Assign Charge to Placement [/

P

Existing Charges cannot be modified from the Charges sub-module. To make a
change: unassign the charge, return to Charge Update in Screening, make the
change, and return to the Existing Charges tab to reassign the charge.

Unassigning Charges

Follow the steps in the procedure below to unassign charges:

Select the charge from the Assigned Charges list box. You can only unassign one charge at a

Result: When the record saves, the charge moves back to the Unassigned Charges list

[ ]
time.
e De-select the Assign Charge to Placement check box.
e Save the record.
box on the right.
9-20

PTCC Case Management System



Chapter 9-Community Corrections Placement Module

Charges, continued
New Charges Tab

The New Charges tab allows the entering of charges associated with the placement that were not
previously entered in Screening. The tab contains a summary list box showing: Arrest Date,
Primary Offense, Current Category, Current Descriptor, Current CC, Orig. Category, Orig.
Descriptor, and Orig. CC. Select a charge record in the list box, and the details for that record
appear in the fields at the bottom section of the tab. Use the fields in this tab to add, modify, or
delete new charges.

:[% Pretrial and Community Corrections Case Management System (PTCC) - [Community © =l
B3 File Edit Modules Reports  Administration  WWindow  Help - |ﬁl |£|

Placement | Program Reguirements | Community Service | Conditions
Papment Obligations | Court Dates | Abtomey

|Name: Offender, Jogephine; S5M: 000000000; DOE: 0841041965

g Existing Charges T i T Co-Defendants T Wictims ]
Sereening Mate: &l charges will be assigned to Placement 2002081000002
Date | Offensze | Cateqgary | [ escriptar | CC

01/10/2001 Yes ALCOHAOL  Sale. ilegal M1

iiia Code Incident O ID‘IH‘I 020 E:l Arest D ID‘I M0/200 E:l
. ident D ate: t D ate:
VA Statute " Local Ordinance neient Daie flest Lae
Statute: I‘L1 -302 EY Original Bond — Mate
Type; IPlomise ToAppear j ;I
Categany: |ALCOHOL
- I 500.00
Diescriptor: [Sale. ilegal Aot b
Charge CIass.:lM1
CC Supw
Frimary Offense: IYes 'I %%ug:(gfigz IDDDDDDDDDD
(% Aliaz Uzed: I LI
Reports
# n @ Lj E Staff: JLocal, Frobation
] <+ Praviouz Save Unda New Delete Megt > Date Edited: J0B/10/2002 0745 PM
| Case No.: CAT7502002061012564500 | 051372002 [215PM
New Charges tab

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
charge.

o Once a charge is saved, you can duplicate charges by selecting a charge, and
Tlp clicking Edit>Duplicate Charge on the menu bar. When duplicating a charge, the
system prompts for duplication of the associated co-defendants and victims.

As new charges are entered, one and only one must be marked as the Primary Offense. If there is
more than one charge, the Primary Offense is the charge that is considered the most serious,
based on the potential maximum penalty of each charge.
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Charges, continued
Co-Defendants Tab

The Co-Defendants tab captures and displays information about co-defendants for the charge
selected in the Existing Charges or New Charges tab for a particular placement. The tab contains
a summary list box showing: Name and Relationship. Select a co-defendant record in the list box,
and the details for that record appear in the data fields at the bottom section of the tab. Use the
fields in this tab to add, modify, or delete co-defendants.

i[Z pretrial and Community Corrections Case Management System (PTCC) - [Community Corr: 18] x|

B File Edit Modules Reports  Administration  Window Help &l x|
Placement | Pragram Reguirements | Community Service | Conditions |
Payment Obligations | Court Dates | Altorney

IName: Qffender, Jogephine; SSM: 000000000; DOE: 0641041965

g Exizting Charges T Mew Charges T l: ictims ]
Screening
M arme: | Fielationzship
J Example Caze Frend
;tup
— Co-Defendant
Mame: IE wample Case
Fielationzhip: I Friend j
—Maotes

n Lj E Staff: JLocal, Frobation
< Previouz Save Unda Hew Delete Mgt s Dt Edioc: [ETPOZ IR P
| Caze Mo Ca17E02002061012564600 | 061372002 | 216 PM

Co-Defendants tab

To add or view a co-defendant for another charge:

e 20 back to the Existing Charges or New Charges tab
e select the charge, and

e return to this tab.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another co-
defendant.
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Charges, continued
Victims Tab

The Victims tab captures and displays information about victims for the charge selected in the
Existing Charges or New Charges tab for a particular placement. The tab contains a summary list
box showing: Name, Relationship, and Notification. Select a victim record in the list box, and the
details for that record appear in the data fields at the bottom section of the tab. Use the fields in
this tab to add, modify, or delete victims.

i[% pretrial and Community Corrections Case Management System (PTCC) - [Community C 18] x|
B3- File Edit Modules Reports  Administration wWindow Help _ |ﬁl |1|

Flacement | Program Requiraments | Community Service | Conditions
Payment Obligations | Court D ates | Attorney

IName: Offender, Jozephine: S5M: 000000000; DOE: 06/10/1965

g Existing Charges T Mew Charges T Co-Defendants T I
Screening
Name | R elationship | Motification
J E=ample Yictim &Acquaintance
S;tup
—Yictim
Mame: |Example Victim Praperty Damage: INU damage
Age: |21 Sew |Male vl Ex=tent of Injury: I 'l
Fielationship: Acquaintancj Race: | Unknown j — Mo Contact Order
Phone: |[804)555-7777 Ext In Effect: i
Phone Type: I Home 'l Active Date: I_.-"_.-" E :I Inactive Date: I_r"'_-'"_ E :I
— &ddre: Upon Release
Ling 1: | 117 Example Steet ( fg‘oetcllfbceasttlgg: [ ~|  Date Notiied: MDY BT
Line 2: ~ Mot
City: | Richmond d
state: [Virgina = zp [T =
I\_/(2_> Lj @ Staff: JLocal, Probation
<< Previoug Save Undo Hew Delete Mest > Date Edited: [06/10/2002 01:48 PM
| Casze Mo Ca17E02002061 01 2564500 | 061342002 [ 217 PM

Victims Tab

To add or view a victim for another charge:

e go back to the Existing Charges or New Charges tab
e select the charge, and

e return to this tab.

Type any property damage in the Property Damage data field. Select Death, Emotional, None,
Physical, Serious Physical, or Threatened from the Extent of Injury drop-down list. Select Yes or
No from the Notification Requested data field. Select the date the victim was notified of the
person’s release in the Date Notified field.

Click the New icon to clear the data fields at the bottom section of the tab, and enter another
victim.
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Chapter 10: Community Corrections Supervision Module

This chapter contains information about the Community Corrections Supervision module, which
captures and displays all supervision-related information for offenders. Community Corrections
Supervision contains the following sub-modules:

Schedule

Case Notes

Referrals

UDS

Payment Obligations
Non-Compliance
Community Service

. Community Corrections Superyision ﬂ

Schedule | Caze Motes | Befemals I DS
Payment Obligations | Mon-Compliance | Community Service

Community Corrections Supervision window
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Schedule

The Schedule sub-module shows a calendar of the offender’s scheduled appointments. A Folder
icon on a calendar date indicates an appointment has been scheduled. Click the folder and a list
of activities scheduled for that date appears in the Activities list box at the bottom section of the

window. The Activities list box shows: Date, Type, and Note. You can schedule new

appointments, delete existing appointments, or enter contact notes for a scheduled appointment

from this window. More than one appointment can be made for the same day.

isj. Community Corrections Supervision {Schedule})

June 2002
Sun Fdion Tue YWwied Thu Fri Sat
1

2 4 4 7 a
| 10 11 14 15
16 17 18 21 22
23 24 25 28 29
a0

07/03/02 | 4 k| DB/DRADZ
Activities

Date | Type | Mote

06/05/2002  Office Visit

Filter: |4 j Buick &dd | MHew Detail Delete Cloze

Schedule window

Use the slide bar at the bottom section of the calendar to help select the date.
Click to the right or left of the slide button to change the year.
Click the left or right arrow to change the month.

Click and drag the slide button to get to dates that are more than a few years in the past or

future.

Click the New button to clear the data fields in the tab and enter another appointment.
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Schedule, continued
Entering Schedule Information

To enter offender schedule information:
e click the Quick-Add button to enter recurring appointments, or
e click the New button to enter one appointment at a time.

Viewing Appointment Details

To view the details of an appointment:

e click the Folder icon for the date, and

e double-click the appointment from the Activities list box, or

e select the appointment and click the Detail button at the bottom section of the window.

Deleting Scheduled Appointments

To delete a scheduled appointment:

e click the Folder icon for the date

e select the appointment from the Activities list box, and

e click the Delete button at the bottom section of the window.

Filtering Appointment Types

To filter appointments shown in the Activities list box using a specific Filter option:
e click the Filter drop-down arrow, and
e select a filter from the drop-down list.

Achivities

[ ate | Tvpe | I ate

Fiter. [0 | Quick Add |
all -
— I Cammunity Serice |

Court &Appearance

Dirug Test
| Home Werification Llj
8 4 Hame Yisit o Hew

Maote Continued
BEAED0| Dffice Wisit -
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Schedule, continued
Quick Add

Click the Quick Add button, and the New Schedule window appears. This window allows you to
schedule the same appointment type for multiple dates. When entering appointments on this
window, a Folder icon appears on all appropriate dates on the calendar.

i, New Schedule x|

Appointrment Type: |m 'I

Start Date: IMMJDDW ELI

Start Tirne: I

Frequency: I j

Dccunences: |1
Day: I j

ok Cancel |

New Schedule window

When scheduling appointments using Quick Add, the following information is required:
Appointment Type, Start Date, Frequency, and Occurrences. If you schedule an appointment to
occur on the 1st, 2nd, etc. week of the month, Day is also required.

Example 1: This shows how to schedule a recurring weekly appointment for six weeks. Follow
the steps in the procedure:

1. Enter the information in the New Schedule window as follows:

. New Schedule x|
Appointrment Type: IEIffiI:e Wizt j
Start Date: |05/05/2002 =
Start Tirne: I
Frequency: |'Weskly |

Deocunences: IE
Day: I j

ok, Cancel |

New Schedule window
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Schedule, continued

2. Click the OK button.

Result: A Folder icon for an Office Visit appears on every Wednesday for six weeks from

the date of the first appointment.

. Community Corrections Supervision (Schedule) |
July 2002
Sun Man Tue Wed Thu Fri Sat
1 2 4 5 [
7 8 9 10 11 12 13

14 15 16 17 18 13 20

28 23 30 3

L
L

21 22 23 24 @ 25 26 27
L

0821702 | 4| [ »| o7/03/02

Activities

Date | Type | MNate
07/03/2002 OfficeMisit  Offender must be tested for all drugs.

Fitter: [ 41 ~| Quickadd| MNew |[f

Schedule window

Delete Lloze

3. Click on the Folder icon and the appointment Date, Type, and Note appears in the Activities

list box at the bottom section of the window.

Example 2: This shows how to schedule an appointment for the first Tuesday of each month for

six months, starting June 4™. Follow the steps in the procedure below:

1. Enter the information in the New Schedule window as follows:

x

Appointment Type: IElffil:e Wizt j
Start Date: |nsxn4fznnz -
Start Tirme: I
Freguency: I'Ist Occurence j

Doounences: IE

b ay: Tuezday

ok LCancel |

New Schedule window
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Schedule, continued
2. Click the OK button.

Result: A Folder icon for an Office Visit appears on the first Tuesday of the next six
months from the date of the first appointment.

&, Community Corrections Supervision (Schedule)} x|
June 2002
Sun hon Tue ‘Wed Thu Fri Sat
1
2 3 E 7 g
3 10 13 14 15
18 17 18 13 20 21 22
23 24 25 26 27 28 29
30
07/03/02 | 4 | | v| oesoasoz
Activities
[ ate | Type | Mate
05/04/2002  Office Visit
Filter |21 ~| Quickédd| Mew | Deta Delete Close

Schedule window

3. Click on the Folder icon and the appointment Date, Type, and Note appears in the Activities
list box at the bottom section of the window.
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Schedule, continued
New

To add a new appointment or contact note, click the New button and the Schedule Detail window
appears. The window serves two purposes as follows:

e schedule an appointment in the top of the window, or

e ecnter a Contact Note about a scheduled appointment in the bottom section of the window.

A Contact Note cannot be entered here unless an appointment was scheduled.

Not all Contact Notes can be entered from here. Referrals, UDS, Payments, Non-

Compliance, and Graduated Sanctions must be entered through their respective
FYI sub-module in the PT Supervision module.

Saving a Contact Note record creates an entry in the Case Notes Log that shows:
Contact Date, Contact Type, Time, Defendant Present, and Contact Note. The
information can be viewed from the Case Notes window. Once a Contact Note
has been entered and saved, it cannot be changed or deleted.

i, Schedule Detail : x|

ppeintment Type: [INRAR— -

mWMJDDW B~ Time: |

— Schedule Maote

— Contact Mate
Contact Type: I j [T Defendant Present

Date: [MM/DDAYY (2] Time: |

Contact Mate

Save | Cloze |

Schedule Detail window

If the offender was present for the contact, click the Defendant Present check box.
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Case Notes

The Case Notes sub-module serves two functions, it allows for the:
e cntering of a New Note for an offender, or
e displaying of View Notes for an offender.

New Note

Click the New Note radio button to enter a case note about an offender for a specific date.

. Community Corrections Superyision (Case Nul:f ﬂ
— . Tuope: -
& MNew Note I ~
D ate: I_.-'_,-' |ﬂ;|
= Wiew Motes _
Time: I
[ wiDefendant
—Maotes
=
[~

Save | Cloze |

Case Notes window

Select the note type from the Type drop-down list, select the date, and type in the time. If the
offender was present for the contact, click the w/Defendant check box.

Type the note in the Notes field, and click the Save button. Once the note is saved, it cannot be
modified or deleted. A new note, however, can be entered.
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Case Notes, continued
View Notes

Click the View Notes radio button to view notes about an offender over a specified period of
time.

i, Community Corrections Supervision (Case Notes) ﬂ
Tupe: -
= Mew Mate I J
Date Start: I_.-"_.-" HLI
DateEnd |/ / -
- Hotes
=
=

Bun Close |

Case Notes window

To filter the case notes by a specific type and/or date range, select the note type from the Type
drop-down list and/or select Date Start and Date End, and click the Run button. If no filtering
information is entered, all case notes will appear on the log.

Result: All case notes, based on the criteria selected, appear in a report called Case Notes
Log. To print the report, click the Print icon at the top of the report window.

ol Case Note CC

|4| 4 | Tof1+ 3 | >|| -| %|®| |1DD°/° v[ Tatak &1 100% 51 of 51

Wednesday, July 24, 2002 Case Notes
Offender, Josephine Example - 000-00-0000 Case#: CA17602002061012564600
S¥ystem Contact Staff
Date Tvpe Note Member
06/10/2002 REF Type Community Service Other Desc: Where:  1st Class: Probation Local
07/10/2001  End Date:  From Pretrial Mo G/S: Mo
Ctcome: i
Mates:
Case Notes Log

FY[ See Chapter 11: Reports and Forms for more information about other reports.
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Referrals

The Referrals sub-module captures and displays information needed to refer an offender to an
education or treatment program, as well as to record the first substance abuse testing and first
community service assignment. The sub-module contains a summary list box showing: Referral,
Referral Date, and End Date. Select a referral record in the list box, and the details for that record
appear in the fields at the bottom section of the window. Use the fields in this sub-module to add,
modify, or delete referrals.

Referral information is part of the Community Corrections Monthly Report,
therefore, all referrals must be entered.

The Date First Attended field must be completed for the New Service Placement
to be counted on the Community Corrections Monthly Report.

An offender’s first drug test and first community service assignment are
considered Referrals, and must be entered here to receive credit on the
Community Corrections Monthly Report.

Referral Date, Contact Type, Referral Type, Where, Date First Attended, Staff,
and Outcome. The information can be viewed from the Case Notes window.

FY] Saving a Referral record creates an entry in the Case Notes Log that shows:

&, Community Corrections Supervision {Referrals) i LI
Fieferal | Fieferral Datel End D ate
Community Service 0610520001 07AM0/2002
Substance Abuse Testing 0BA10/2001 0741052001
. - D ate First =
Fefenal Date: [X8/10/2001 -] Date st [o7,1072001 -]
Bieferal Type: ICommunity Service j End Date: IU?!"I 072002 |§L|
Other Deser.: I Cutcome: ISuccessfuI j
[~ Graduated S anction Motes
[~ Transfemed from Pretrial _I
wiho Paps: I ﬂ
Entered I j
Location: I LI
Staff: ILocal, Probation
D ate Edited: IDBH2BH2DD2 0751 Ak
Save | Wnde | New | Delete | LCloze |

Referrals window

Date First Attended and End Date are required when the Outcome for the referral is Successful.
Date First Attended and Outcome are required when an End Date is entered. If the referral is a
result of a graduated sanction due to a non-compliance issue, select the Graduated Sanction
check box. If this referral was initiated in Pretrial and then transferred to Community
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Referrals, continued

Corrections, select the Transferred from Pretrial check box. Select Insurance, Program, Other, or
Self from the Who Pays drop-down list to identify who is responsible for paying for the service.
Select Court Ordered, Employment Directed, Other, or Voluntarily from the Entered drop-down
list to identify how the person entered the education or treatment program.

If information is entered in the Note ficld and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields at the bottom section of the tab, and enter another
referral.
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ubs

The UDS (Urine Drug Screen) sub-module allows you to capture and view information about
drug tests performed for the offender. The sub-module contains two tabs: Test Information and
Test Results. The window contains a summary list box showing: Collected, Result Date, Result,
and Test Type. Select a UDS record in the list box, and the details for that record appear in the
fields in the fields at the bottom section of the tabs. Use the fields in the tabs to add, modify, or
delete UDS information.

Test Information Tab

The Test Information tab allows the capturing and viewing of information about the collection
and testing of UDS’. Information in this tab must be saved before continuing to the Test Results
tab. Date of Results must be entered for the test results to appear in the Results column of the
summary list box. If data is only entered in the Test Information tab, a case note is not added to
the Case Notes Log.

& Community Corrections Supervision (UDS) il

Collected | Result Date | Result | Test Type

071042000 07A0/20001 Megative Ereathalyzer
02A0/2000 08A0/2000  Positive  Breathalyzer

Test Information T Test Results
(0] S ELNET Case tdanager - PTCC Staff g Technician:lManagBl Caze
Date Callected: [07/10/2001 -l Test Location: |Difice
Date Sent: IMWDDW ELI Lab:l
Test Tupe: IBreathaIyzer j Date of Hesults:lﬂ?a’ma@ﬂm |ﬂ;|
Save | Unda | New Delete Cloze

Test Information tab

Select the staff person who collected the UDS from the Collected By drop-down list. Type the
name of the technician who tested the sample in the Technician field. Use the Test Location field
to record where the sample was tested. Type the name of the lab that conducted the test in the
Lab field.

Click the New button to clear the data fields on both tabs and enter another UDS.
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UDS, continued
Test Results Tab

The Test Results tab captures and displays the drugs the offender was tested for, and the results
of those tests.

Collected, Contact Type, Drug Test Type, Drugs Tested, Results, Staff, and

FY] Saving Test Results creates an entry in the Case Notes Log that shows: Date
Notes. The information can be viewed from the Case Notes window.

&, Community Corrections Supervision (UDS) 1[

Collected | Result Date | Result | Test Type

07102001 071042001 Megative Breathalyzer
08/10/2001 081072001 Positive  Breathalyzer

Test Infarmation T Teszt Results
Dirugs Tested
g«mﬂ:ete;mines - Fositive | Drug Tested |
cgrcc-l..:: = Alcohol
Cocaine - Crack add -
Codeine
Dremneral -
Dilaudid < Remavs |
Hashizh
Herain
LD
M arijuana
MDA, - Amphetamine Yariant
Mescaling
tethadone LI
Mot
Breathalyzer
ﬂ Lewel: I
Siaff: ILocaI, Praobation
j Date Edited: IDBH 0/2002 01:53 P

Save | Undo | Mew | Delete | Cloze |

Test Results tab

To select a drug: highlight the drug on the left, click the Add button and the drug appears on the
right.

To remove a drug: highlight the drug on the right, click the Remove button and the drug appears
on the left.

Mark positive results by clicking the check box next to the drug.

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields on both tabs and enter another UDS.
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Payment Obligations

The Payment Obligations sub-module captures and displays information about payments made
by the offender. The sub-module contains a summary list box showing: Placement, Status,
Status Date, and Referral Date. Select a placement record from the list box, and the payment
obligations for that placement appear in the Obligations list box. If payments have been made for
a particular obligation, a + sign appears next to the obligation. Click the + sign and the payments
made toward that obligation appear in the Obligations list box.. Highlight a specific payment to
modify or delete it. Add new payments by selecting a placement, selecting an obligation,
entering the amount and the date, and clicking the Save icon.

Only Active and Inactive placements appear on the CC Supervision Payment
Obligation window.

The actual Payment Obligation must be entered in CC Placement module
Payment Obligations sub-module in order to appear here.

FY] Payment information is part of the Community Corrections Monthly Report, and
therefore all payments must be entered.

Saving a Payment record creates an entry in the Case Notes Log that shows:
Arrest Date and Referral Date for the placement, plus Contact Type, Date Paid,
Amount Paid, Balance Due, Staff, and Notes. The information can be viewed
from the Case Notes window.

mmunity Corrections Supervision (Payment Dbligations) |

Placemen! t__ | Status | Status Date | Referal Date
200201000002 Active 05A10/2001 DB/10/2001

Total: $0.00 Bak [$50.00) Payment Mo:

Total $50.00 Bal $0.00
otal: $50.00 Bal $0.00 Amount Paid: |

#- Supervisian Fees - Totat $10.00 Bak: $0.00 Date Paig;[MM/DD/ v [2]=
Receipt No

Remitie [Cooitieh
Name oo e
Line 1 000 Cothnse Foad
(S

] e ——
State: lVlrgT Zip ,W

Stait [Cocal Pobation
Dt Eltect [TE/T072002 07755 PHY

Save | Undz, | New | Delete: | Close |

(KIS

Payment Obligations window

The Amount Paid field is limited to less than $1,000. If the payment made is greater than or equal
to $1,000, enter the payment as two separate payments. The Payment No field will automatically
fill once a payment has been entered and saved. If there is a receipt number, enter it in the
Receipt No ficld. If information is entered in the Note field and the Save button is clicked, the
note cannot be modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields on the right side of the tab, and enter additional
payments made.
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Non-Compliance

The Non-Compliance sub-module captures and displays information about an offender’s non-
compliance issues. The sub-module contains a summary list box showing: Non-Compliance Type,
Date, and Action Taken. Select a non-compliance issue record in the list box, and the details for
that record appear in the fields at the bottom section of the sub-module. Use the fields in this
sub-module to add, modify, or delete non-compliance issues.

Saving a Non-Compliance record creates an entry in the Case Notes Log that
FY] shows: Non-Compliance Date, Contact Type, Non-Compliance Type, Action,
Staff, and Notes. The information can be viewed from the Case Notes window.

& Community Corrections Supervision {Non-Compliance) x|

MHon-Compliance Type I Date I Achon Taken
Positive Dug Test 08A10/20001  Graduated S anctions Impozed

— Mon-Compliance MNotes
Date: [08/10/2001 ==
Action T aken: IGraduated Sanchions Impozed j ;I
[ Gradusted Sanction (mposed Staff: |LDDa|, Prabation
D ate Edited: IUE;"IU;QUUE 02:00 P
Graduated Sanctions |
Save | Wrda | Hew | Delete | LCloge |

Non-Compliance window

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields at the bottom section of the tab, and enter another
non-compliance.

Graduated Sanctions Button

The Graduated Sanctions button allows access to the Graduated Sanctions window, which
captures and displays graduated sanction information imposed against an offender. If the non-
compliance issue results in Graduated Sanctions being imposed:

e select the Graduated Sanction Imposed check box

e save the non-compliance record, and

e click the Graduated Sanctions button to activate the Graduated Sanctions window.
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Non-Compliance, continued
Graduated Sanctions Window

The Graduated Sanctions window captures and displays information about graduated sanctions
imposed for the offender. The window contains a summary list box showing: Non-Compliance,
Graduated Sanction, and Date Imposed. Select a graduated sanction record in the list box, and the
details for that record appear in the fields at the bottom section of the window. Use the fields in
the window to add, modify, or delete graduated sanctions.

shows: Date Imposed, Contact Type, Sanction Type, Imposed By, Staff, and

FYI Saving a Graduated Sanction record creates an entry in the Case Notes Log that
Notes. The information can be viewed from the Case Notes window.

i, Graduated Sanctions x|

Mon-Compliance | [Graduated Sanction | D ate Impozed
Positive Drug Test Substance Abuze Education 081042001

S anchon TEEEZ Cubztance Abuze

Date Imposed: |08/10/2001 =+
Imposed By Il:l:nmmunit_l,l Corrections j
I otes

Shaff: IL::u:aI, Probation .
Diate Edited: |EIE£1 072002 2:01:00 P

Save | { ] ax] | Heww | Delete | Cloze |

Graduated Sanctions window

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields at the bottom section of the window, and enter
another graduated sanction.
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Community Service

The Community Service sub-module captures and displays information about community service
hours the offender works. The sub-module contains a summary list box showing: Placement,
Status, Status Date, and Referral Date. Select a placement record from the list box, and the work
sites where the work is to be performed appear in the work site list box. If hours have been
worked at a particular work site, a + sign appears next to the work site. Click the + sign, and the
hours worked at that site appear. Highlight a specific record of hours worked to modify or delete
it. Add new hours by selecting a Placement, selecting a work site, entering the date and hours
worked, and clicking the Save icon.

Only Active and Inactive placements appear in the CC Supervision Community
Service sub-module.

The actual Community Service obligation and work-site must be entered in CC
Placement module, Community Service sub-module to appear here.

FY] Community Service hours are part of the Community Corrections Monthly
Report, and therefore all hours must be entered.

Saving a Community Service record creates an entry in the Case Notes Log that
shows: Placement No., Contact Type, Work Site, Work Type, Locality, No. of
Hours to Complete, No. of Hours Worked, Staff, and Notes. The information can
be viewed from the Case Notes window.

. Community Corrections Superyision (Community Service) x|

Placement IStatus Status Date | Referal Date

2002061000002 Active 0B/10/2001  0BA0/2001

- Activi

ok Ste Total Hrs 50 Total Worked 50 Remaining O
Date worked [ll/_/__ =B
Hours WwWorked

Mol

-]

= Summar

Work Type;
Supervisar

Sitatt I
Date Edited: I

Save | Whda | New | Delete | LCloze |

Community Service window

The Hours Worked field is limited to less than 1,000 hours. If the hours worked are greater than
or equal to 1,000, the hours will need to be entered as two separate entries.

If information is entered in the Note field and the Save button is clicked, the note cannot be
modified or deleted. A new note, however, can be entered.

Click the New button to clear the data fields on the right side of the tab, and enter additional
hours worked.
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Chapter 11: Reports and Forms

This chapter contains information about reports and forms. PTCC contains 15 reports and 21
forms. The chapter includes information about accessing, running, and printing reports and

forms.

Tip

The Report window default view shows All reports and forms. Select the
Reports or Forms radio button to view those specific items.

See Appendix B: Sample Reports and Forms for printed examples of the
reports and forms.

Accessing Reports and Forms

Follow the steps in the procedure below to access Reports:

1. click the Reports icon, or

2. click Reports>Run Reports from the menu bar.

Result: The Reports module opens showing All reports and forms.

[ Pretrial and Community Corrections Case Management System (PTCC) - [Reports] == ﬂ
j File Edit Modules Reports Administration  Help == x|
Report Typs
Lol " Reports " Forms
Mame | D escription

Appaintment Calendar R epart
Appointment Letter

Authorization for Releass Form

Basic Demographic Information
Community Service Agreement Letter
Community Service Log

Conditions OF Supervizion

Court Appearance/Continuance Reminder Letter
Court Dates Repart

Demographic Statistics

Diug Testing Log

Fines & Coste/Restitution/Community Service Ledger
Graduated Sanctions Log

Inactive Status Farm

Intake Appointment Letter

Mizsed Appointment Letter

Manthly Feport CC

Monthly Repart PT

Mon-Compliance Log

Payment Log

Paypment Obligations and Schedule Letter
Pretrial Authorization Form

Program Referral Log

Program R eferral Schedule Letter
Progress Repart

Request for Capias/Show Cause Letter
Residence and Emplopment Yerification
Screening Repart

Successiul Completion Form
Supervision Report

Supervizor's Review List Report
Transfer Request Form

Treatment Agreement

‘iolation Notice Letter

Woluntary Admizsion Form

Work-Site Referal Form

Appointment Calendar Repart
Appointment Letter

Autharization for Release Form

Basic Demographic Information
Community Service Agreement [Dutside of 5 pstem]
Community Service Log

Conditions of Supervision

Court Appearance/Continuance Reminder Letter
Court Dates Aeport

Demographic Statistics

Diug Testing Log

Fines & Coste/Restitution/Community Service Ledger
Graduated Sanctions Log Report
Imactive Status Form

Intake Appointment Letter

Mizsed Appointment Letter

tanthly Report Community Conections
Monthly Repart Pretrial Services
Mon-Compliance Log

Payment Log

Paypment Obligations and Schedule Letter
Pretrial Authorization OF Release Form
Program Referral Log

Program Referral Schedule Letter
Progress Repaort

Request for Capias/Show Cause Letter
Residence and Emplopment Yerification
Screening Repart

Successiul Completion Form

Supervision Repart

Supervizor's Review List Report

Transfer Request Form

Treatment Agreement Farm

“idlation Motice Letter

Woluntary Admizsion Form

‘work-Site Referral Fom

(s

un

Cloze

October 2002
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Accessing Reports and Forms, continued

3. Select the desired report or form by either:
¢ double-clicking the name, or

e selecting the name and clicking the Run button.

Viewing Reports and Forms

After selecting a report or form, a parameter box appears prompting you to enter the information

needed to produce a specific report or form.

Ez Conditions OF Superyision

Program Mame: I

EaseID:I

Placement: I

Conditions of Supervision parameter box

LCancel

&[] L Ix

The sample shown above has three fields: Program Type, Case ID, and Placement.

Select the Program Name (Pretrial or Community Corrections) from the drop-down list.

Type the case identification number directly into the Case ID field, or click the Magnifying Glass
icon at the end of the field to search for the case. For more information about searching for case

identification, see Searching for a Case on page 3-5.

Type the placement number directly into the Placement field, or click the Magnifying Glass icon
at the end of the field to gain access to the Placement Search window.

w, Case ID: CA17602002061012564600

—Caze

r— Placements

Placement 1D | Program Type

| CurrentStatusl Statuz Date | HeferraIDatel Loc

2002067000002 Cormmunity Corrections
2002067200007 Pretrial
2002067300002 Community Corections
2002071100001 Community Corections
2002073000006 Pretrial

1

Clozed
Active
Active
Active
Clozed

06 8/2002
06872002
0B/M18/200
071172002
Oe/20/2002

06/10/200
06/18/2002
0B/18/2002
07./11/2002
0E/M3/2002

Placement Search window

11-2 PTCC Case Management System
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Viewing Reports and Forms, continued

The Placement Search window allows querying of the database using the currently selected case
identification number. The search window contains a Placements list box showing: Placement
ID, Program Type, Current Status, Status Date, Referral Date, and Locality. Select the
placement to be included by double clicking the line, or selecting the line and clicking the Open
button.

When you complete the required fields in the parameter box, click OK.

Result: The form appears in a Print Preview window.

o Conditions OF Supervision = = |

|4| 4 | 1 of 1 3 | >|| l| %|@| [0z =] Totalt 100% Oof0

CONDITIONS OF SUPERVISION,

I agree to abide by the following conditions as required by the Court and the Arlineton County
Comumunity Corrections Ut

1. To report by phone andfor in person to a case manager as scheduled.

2. Toreside at 1234 Main Street Richmond, VA 11111 and to notify my case manager prior to any
change of residence or telephone number. Residence verification may be required.

3. To follow my case manager's mstructions and be truthful and cooperative.

4. To notify my case manager of any changes i employment or educational status within one weels
WVenfication of employment may be required.

5. To appear in court for any proceedings as ordered by the Court.

6. To not use, own, possess, transport, or carry a freanm if 1 have been convicted of a felony or have
ever been convicted of a domestic assault (musdemeanor or felony).

7. To keep the peace, be of good behavior, and obey all Municipal County, State and Federal laws and
ordinances, and to report to my case manager any arrests or citations, meluding traffic tickets, within
three days.

-
A R o na e . e e s
| | 3

Conditions of Supervision form

The Print Preview window contains a menu bar that allows you to change pages, print the report,
export the report, and change the viewing size. It also displays the page, percentage, and total
number of pages.
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Viewing Reports and Forms, continued
Printing Reports and Forms

Once the report or form has been selected and run, follow the steps in the procedure below to
print it:

1. Click the Print icon.

Result: The Print window appears.
x|

Prirter: Sypetem Printer [HP Lazer)et 4100 Ok,
e 0k |
Cancel |

Frint B ange
Lo |
i I 13:
IRoges Copies:
Framm: I 1 Ta I— ¥ Collate Copies

2. Select the number of pages and copies desired (for only one copy of the report or form, do
not change anything).

3. Click the OK button.

4. The report prints to the default printer.
Exporting a Report or Form

An electronic copy of a report or form can be exported in several different formats. Follow the
steps in the procedure below to save an electronic copy of a report or form:

1. Click the Export icon on the Print Preview tool bar.

Result: The Export window appears.

Xl
Farmat: | ] I
wiord for Windows document j Cancel |
Destination:

Export window

2. Select the desired format from the Format drop-down list.

3. Select Disk File from the Destination drop-down list.
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Viewing Reports and Forms, continued
4. Click the OK button.

Result: The Choose Export File window appears, prompting you to designate where to
save the file.

Choose Export File x|

Save in: I@ 1pt on Ploc_live j - IC:F E-

| 104-04-02 Backup
|_105-23-01 Backup
| ILIvE

File name: I:Z|:|r'||:|iti::nr'l:z:I:I fSupervizion

Save I
Cancel |
i

Lef Lo

Save as lipe: I'W'ord for Windows [*.doc)

Choose Export File window

5. Select where to save the report or form, and click the Save button.

Do not save the report or form in the default folder. That folder is on the server,

FY-, and not on your PC. To save the report on your PC, click the drop-down arrow,
select the C:-drive, and then choose the desktop or a folder in which to save the
report or form.
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Creating Reports and Forms

This section provides short descriptions of each report and form, and explains how to create

them.

FY-, See Appendix B: Sample Reports and Forms for samples of all reports and
forms.

Reports

Following is a list of all PTCC reports in alphabetical order. Creating reports is a two-step
procedure:

o fill the fields in the parameters window, and
e click the OK button.

Appointment Calendar

The Appointment Calendar Report shows a list of scheduled appointments for all cases or for a
specific case manager’s case. The results are sorted by: Date, Name, and Appointment Type. The
content of the report can be altered by using the following criteria: Program Type, Start Date, End
Date, Case Manager, and Appointment Type.

Ez Appointment Calendar Report X
Program Type: I j
Start Date: I_.-"_.-"_ E;'
End D ate: I_a"_f"_ ELI
Caze Manager: I j
Appointment Type: I j

i Cancel |

Appointment Calendar Report

Basic Demographic Information

The Basic Demographic Information report shows demographic information (basic demographics,
aliases, residence, etc.) about a specific case. Select Program Type from the drop-down list and
use the current case, or use the Magnifying Glass icon in the Case ID ficld to select a different

casc.

Ez Basic Demographic Information

Program Tope: I
Caze [0 I

x|
=
3
LCancel |

Basic Demographic Information

PTCC Case Management System
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Creating Reports and Forms, continued

Community Service Log

The Community Service Log returns a record of community service hours logged for all cases, or
for a particular case. The results are sorted by: Name, Placement Number, Work Site, and Date
Worked. The content of the log can be altered by using the following criteria: Case Manager,
Start Date, End Date, Work Locality, Work Site, and Case ID.

Er Community Service Log il
Case Manager: I j
Start Date: I_.-"_.-‘l_ ELI
EndDate:| 7/ SE
whark, Localit: I j
wiork Site: I j
Casze [D: I ﬂ

§ Cancel |

Community Service Log

Court Dates Report

The Court Dates Report returns a record of court dates for all cases. The results are sorted by:
Court Date, Name, Court, and Hearing Type. The content of the report can be altered by using the
following criteria: Program Type, Start Date, End Date, and Case Manager.

E; Court Dates Report x|

Frogram Tepe: I j
Start Date: I_.-"_.-'l_ ELI
EndDate:| /_ /___ -

Caze kManager: I j

il LCancel |

Court Dates Report
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Creating Reports and Forms, continued
Demographic Statistics

The Demographics Statistics Report returns statistical information about the Pretrial or
Community Corrections population. In addition to showing demographic breakdowns, this report
also captures statistical information about the primary charge for every placement included in the
report. The content of the report can be altered by using the following criteria: Program Type,
Case Manager, Start Date, End Date, and Status.

Ez Demographic Statistics

x|
Proaram Type: I j
=

Casze b anager: I

Start Date: I_.-’_.n’_ E;'
End D ate: I_a’_.-’_ |ﬂ;|
Chatus: I j

LCancel |

Demographics Statistics

Drug Testing Log

The Drug Testing Log returns a record of drug tests performed on all cases, or for a particular
case. The results are sorted by: Name, Test Date, and Drugs Tested. The content of the log can be
altered by using the following criteria: Program Type, Start Date, End Date, Case Manager,
Results, Drug Tested, and Case ID.

Ez Drug Testing Log

Frogram T ype: I
Start Date: I_.-’_.n’_ E;'
EndDate:| ¢ /__ =Sk

Caze Manager: I

Results: I

Drug Tested: I
Caze |D: I

LCancel

221 | KN KN K] EE

Drug Testing Log

11-8 PTCC Case Management System



Chapter 11-Reports and Forms

Creating Reports and Forms, continued
Graduated Sanctions Log

The Graduated Sanctions Log returns a record of graduated sanctions imposed on all cases, or for
a particular case. The results are sorted by: Name, Date Imposed, and Sanction Type. The content
of the log can be altered by using the following criteria: Program Type, Start Date, End Date,
Sanction Type, Notes, Imposed By, and Case ID.

Er Graduated Sanctions Log

Program Type: I
Start Date: I_.-"_.-‘l_ E;I
End Date; I_.-"_.-"_ E;I

Sanction Tope: I
Motes: I

Impozed By I

x|
[
[
[
[
Casze |D: I ﬂ

Graduated Sanctions Log

Monthly Report CC

The Community Corrections Monthly Report is required by the Virginia Department of Criminal
Justice Services (DCJS). The content of the report can be altered by using the following criteria:
Month and Year. Input the Grant Number for it to appear on the report.

Ez Monthly Report CC X

bd amth: j
Y'ear j

larant Humber: I

Monthly Report CC

12™ of the current month. Older reports can be printed any time.

Tip The previous month’s report cannot be printed until the Monday following the
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Creating Reports and Forms, continued

Monthly Report PT

The Pretrial Services Monthly Report is required by the Virginia Department of Criminal Justice
Services (DCJS). The content of the report can be altered by using the following criteria: Month
and Year. Input the Grant Number for it to appear on the report.

Ez Monthly Report PT

tanth: j
I

Grant Humnber: I

| Cancel |

Monthly Report PT

Ti The previous month’s report cannot be printed until the Monday following the
p 12™ of the current month. Older reports can be printed any time.

Non-Compliance Log

The Non-Compliance Log returns a record of non-compliance issues for all cases, or for a
particular case. The results are sorted by: Name, Non-Compliance Date, Non-Compliance Issue,
and Action Taken. The content of the log can be altered by using the following criteria: Program
Type, Case ID, Start Date, End Date, Case Manager, Non-Compliance Type, and Action Taken.
Notes can be included by selecting Yes or No from the Show Notes drop-down list.

Ez Non-Compliance Log

Proaram Type: I
Caze|D: I

Start Date: I_.-’_.n’_ E;'
End D ate: I_a’_.-’_ |ﬂ;|

Caze Manager: I

Man-Compliance Tope: I
Action T aken: I
Show Maotes: I

LCancel

\—ILILILIL (K]
Ix

Non-Compliance Log
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Creating Reports and Forms, continued
Payment Log

The Payment Log returns a record of payments and payment obligations for all cases, or for a
particular case. The results are sorted by: Name, Placement Number, Type of Obligation, and
Payment Date. The content of the log can be altered by using the following criteria: Program
Type, Start Date, End Date, Case ID, Case Manager, and Obligation Type.

Ez Payment Log X
Frogram T ype: I j
Caze|D: I ﬂ

Start Date: I_.-"_.-"_ E:'
End Date: I_.-"_.-"_ H;'

Case Manager: I j
Obligation Type: I j

] Cancel |

Payment Log

Program Referral Log

The Program Referral Log returns a record of program referrals or all cases, or for a particular
case. The results are sorted by: Name, Referral Program, and Date 1st Attended. The content of
the log can be altered by using the following criteria: Program Type, Case ID, Referral Start Date,
Referral End Date, Include, Case Manager, Outcome Type, and Referral Program. A referral log
showing only the results of referrals from graduated sanctions can be obtained by selecting Yes
from the Result Grad Sanctions Only drop-down list.

Ez Program Referral Log il

Program Tepe: I
Caze |0 IE.l'l".'I ¥102002061 314533500
Referral Start Date: I_.-"_.-"_ -
Referral End Date: I_.-"_.-"_ ELI

Inciude: |.£'-.II referralz

Caze Manager: I

Outcome Type: I

Feferral Program: I

Rezult Grad 5 anctions Only: I

\—ILILILILIL &L

LCancel

Program Referral Log
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Creating Reports and Forms, continued
Screening Report

The Screening Report returns a record of screenings for all defendants, or for a particular
defendant. The results are sorted by: Screening Date and Name. The content of the report can be
altered by using the following criteria: Case ID, Screened By, Start Date, End Date, Screening
Outcome, and Reason Screened Out.

Er Screening Report

EaseID:I

Screened By I
Start Date: I_.-"_.-"_ E;I
End Date: I_.-"_.-"_ E:'

Screening Outcanme; I

Lancel

X
EY
=
=
Feazon Screened Out; I j

Screening Report

Supervision Report

The Supervision Report returns a record of all placements by placement status. The results are
sorted by: Status, Name, and Placement Number. The content of the report can be altered by
using the following criteria: Program Type, Placement Status, Status Start Date, Status End Date,
Case Manager, and Closure Type.

Ez Supervision Report x|
Program Type: I j
Placement Status: I j

Statuz Start Date:; I_.-"_.-"_ E;I

Status End Date: I_.-"_.-"_ E;'
Caze Manager; I j
Closure Type: I j

Supervision Report
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Creating Reports and Forms, continued
Supervisor’s Review List Report

The Supervisor’s Review List Report returns a record of cases that need to be reviewed by a
Supervisor. The results are sorted by: Name, Current Status, and Date of Last Review. The
content of the report can be altered by using the following criteria: Program Type, Review Cases
Older Than, and Case Manager.

Er Supervisor's Review List Report x|
Program Type: I j
Review Cazes Older Than: I_.-‘I_.-‘l ELI
Caze Manager: I j

| LCancel |

Supervisor’s Review List Report

Forms

Following is a list of all PTCC forms in alphabetical order. Creating forms is a two-step
procedure:

e fill the fields in the parameters window, and

e click the OK button.

Ti Any parameter that is not entered will result in a blank line being printed on the
p form. Those portions of the form can be completed by hand.

Appointment Letter

The Appointment Letter is used to notify a case about a scheduled appointment. The content of
the letter can be altered by using the following criteria: Case ID, Case Manager, RE, Appt Date,
Appt Time, and Program Name.

Er Appointment Letter

Caze D I ﬂ
=

Caze kManager: I
RE: |
Appt Dake: |4/ ELI
Appt Tirme: I
Program Mame: I j

Appointment Letter
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Creating Reports and Forms, continued
Authorization for Release Form

The Authorization for Release Form is a form to be dated and signed by the case and case
manager. The form authorizes the Pretrial or Community Corrections programs to obtain
information about the individual. The content of the form can be altered by using the following
criteria: Case ID and Program Name.

Ez Authorization for Release Form

EaseID:I

Program M ame: |

x|
2
=
Cancel |

Authorization for Release Form

Community Service Agreement Letter

The Community Service Agreement Letter is a form letter to the Community Service Agency
outlining the contract the Community Service Program has with your agency. The content of the
letter can be altered by using the following criteria: Program Name, Work-Site, and Date.

Er Community Service Agreement Letker El
Program M ame; I j
Work-Site: I j

D ate: I_a’_a’_ |ﬂ;|
4 Cancel |

Community Service Agreement Letter

Conditions of Supervision

The Conditions of Supervision form is a contract cases sign to indicate they understand the
behavior that is required of them while in the Pretrial or Community Corrections program. The
content of the form can be altered by using the following criteria: Program Name, Case ID, and

Placement.

Ez Conditions OF Supervision X|

Prograrm M ame: I

EaseID:I

Flacement: I

LI&I&IL

LCancel

Conditions of Supervision
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Creating Reports and Forms, continued
Court Appearance/Continuance Reminder Letter

The Court Appearance/Continuance Reminder Letter is a form letter from the case manager that
is used to notify the case of the location, date, and time of their next scheduled court appearance.
The content of the letter can be altered by using the following criteria: Case ID, Referring Court,
Appt. Date, Appt. Time, Program, and Notes.

E7 Court Appearance/Continuance Reminder Letter

x|
EaSE”:'ZI ﬂ
=l

Referring Court; I

&ppt Date: I_.-"_.-"_ |ﬂ;|

Appt Time: I
Program M ame: I j

Motes: I
LCancel |

Court Appearance/Continuance Reminder Letter

Fines & Costs/Restitution/Community Service Ledger

The Fines and Costs/Restitution/Community Service Ledger is a form to be used when a case
owes fines, court costs, restitution, and/or has community service.

Er Fines & Costs,/Restitution,/Comnmunity Service Ledger il

Caze ID: || ﬂ
k. Cancel |

Fines & Costs/Restitution/Community Service Ledger

Inactive Status Form

The Inactive Status Form is a form to be used when a case has an interruption of supervision. The
content of the form can be altered by using the following criteria: Program Name, Case ID, and
Placement.

Ez Inactive Status Form

Frogram Mame: I

EaseID:I

Flacement; I

— lelielld

(] I LCancel

Inactive Status Form
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Creating Reports and Forms, continued
Intake Appointment Letter

The Intake Appointment Letter is a form letter used to notify cases that they have been assigned
to the Pretrial or Community Corrections agency and when they are to appear for intake. The
content of the letter can be altered by using the following criteria: Case ID, Appointment Date,
Appt. Time, and Program Name.

Ez Intake Appointment Letter ﬁl
Case ID: I ﬂ
Appt Date; I_.-"_.-"_ ELI
Appt Time: I
Program Mame: I j

{1 Cancel |

Intake Appointment Letter

Missed Appointment Letter

The Missed Appointment Letter is a form letter used to notify cases that they have missed a
scheduled appointment and are in violation of their supervision agreement. The content of the
letter can be altered by using the following criteria: Case ID, Missed Appointment Date, New
Date, New Time, and Program Name.

Ez Missed Appointment Letter x|
Caze 1D: I ﬂ
Miszed Appointrent D ate: I_.-"_.-"_ ELI
Mews Date: I_a’_a’_ ELI
Mew Time: I
Program Mame: I j

I Cancel |

Missed Appointment Letter
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Creating Reports and Forms, continued

Payment Obligations and Schedule Letter

The Payment Obligation and Schedule Letter is a form letter used to inform cases of their
payment obligations and the schedule of payments. The content of the letter can be altered by

using the following criteria: Payment Type, Case ID, Interview, and Date.

Ex Payment Obligations and Schedule Letter

Program Type: I
Caze |D: I

Flacement; I

Casze kM anager; I

NP2 71 | KN Ix

LCancel

Payment Obligation and Schedule Letter

Pretrial Authorization Form

The Pretrial Authorization Form is a form to be dated and signed by the case and the case
manager. The form authorizes the Pretrial programs to obtain information about the individual.
The content of the form can be altered by using the following criteria: Case ID, Interview, and

Date.

Ez Pretrial Authorization Form

EaseID:I

| nterview: I

D ate: I_a’_-"_ E;I

x|
3
[

i Cancel |

Pretrial Authorization Form

Program Referral Schedule Letter

The Program Referral Schedule Letter is a form letter used to inform cases that they have been
referred to a service program and when they must attend. The content of the letter can be altered

by using the following criteria: Case ID and Case Manager.

Ez Program Referral Schedule Letter

EaseID:I

Caze Manager: I

Pl
Y
[
i Cancel |

Program Referral Schedule Letter
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Creating Reports and Forms, continued
Progress Report

The Progress Report is used to notify the transferring program about a case’s progress in
meeting the requirements of supervision. The content of the report can be altered by using the
following criteria: Case ID, Placement, Month of Report, and Final Report.

E> Progress Report x|

Caze D: || ﬂ
Placememt: I ﬂ
tanth of B epart: I j
Final Beport: I j

ok I LCancel

Progress Report window

Request for Capias/Show Cause Letter

The Request for Capias/Show Cause Letter is a form letter to the court notifying them of a case’s
non-compliance, and requesting a show cause or a capias for the case’s return to court. The
content of the letter can be altered by using the following criteria: Court Case Docket Number;
Case ID, Judicial Officer, Referring Court, Date of Capias, Program Type, Show Cause Rule or
Capias, and Non-Compliance Condition.

Ez Request for Capias/Show Cause Letker il

Court Case Docket Mumber: I

Case 1D: I ﬂ
Judicial Dfficer | =]
Referring Cort: I j
Date of Capias: I_.-"_.-'l_ |ﬂ;|

Program Type: I

Lef L

Show Cauze or Capias: I

Hon-Compliance Condition; I

i Cancel |

Request for Capias/Show Cause Letter
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Creating Reports and Forms, continued
Residence and Employment Verification

The Residence and Employment Verification is a form letter used to instruct cases on when and
how they must provide proof of residence and employment. The content of the form can be
altered by using the following criteria: Case ID, Verification within days, Verification Frequency,
Verify By Date, and Verify By Time.

Er Residence and Employment Yerification il

EaseID:I ﬂ

Wenfication within days: I

Werfication Frequency: ||

Yerify By Date: I_.-"_.-"_ E;'

Werify By Time: I

] LCancel |

Residence and Employment Verification

Successful Completion Form

The Successful Completion Form is a form letter used to notify the court when a case has
successfully completed a Pretrial or Community Corrections placement. The content of the form
can be altered by using the following criteria: Case ID, Judicial Officer, Referring Court, Court
Case/Docket Number, Referral Date, and Additional Information.

Er Successful Completion Form

Caze |D: I
Judicial Dfficer: |

Ledledl] Ix

Referrng Court; I

Court Cage / Docket Mumber: I

Referral Date: I_.-"_.-"_ E;'

Additional |nformation: I

Successful Completion Form
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Creating Reports and Forms, continued
Transfer Request Form

The Transfer Request Form is a form completed by a transferring agency to notify the receiving
agency that a supervision case is being transferred. The content of the form can be altered by

using the following criteria: Receiving Program, Referring Program, and Case ID.

Ez Transfer Request Form il
Eeceiving Progran: I j
Fefering Program: I j

EaseID:I ﬂ

i Cancel |

Transfer Request Form

Treatment Agreement

The Treatment Agreement Form is a form letter to be signed by cases indicating their agreement
to participate willingly in specific substance abuse treatment due to a positive drug test result.
The content of the form can be altered by using the following criteria: Case ID and Date.

E? Treatment Agreement il
Casze D: I ﬂ

Drate: I_.-’_.n’_ E;I

Treatment Agreement

Violation Notice Letter

The Violation Notice is a form letter used to advise cases that they are in danger of being returned
to court as non-compliant due to their failure to abide by the conditions of supervision. The
content of the letter can be altered by using the following criteria: Case ID and Date Required By.

Er ¥Yiolation Motice Lektker x|
Caze |D: I ﬂ
Drate Required By: I_.-"_.-" |ﬂ;|

LCancel |

Violation Notice Letter
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Creating Reports and Forms, continued

Voluntary Admission Form

The Voluntary Admission Form can be used when a case voluntarily admits to drug/alcohol
usage, and/or to voluntarily confirm results of tests. The content of the form can be altered by

using the following criteria: Case ID and Number of Days.

Ez Yoluntary Admission Form

EaseID:I ﬂ

Murber of 0ayz: I

Voluntary Admission Form

Work-Site Referral Form

The Work-Site Referral Form is an agreement between the work site, agency, and case, as well as
the form that allows you to collect hours worked for community service. The content of the form

can be altered by using the following criteria: Program Name and Case ID.

Ez Work-Site Referral Form

Program Mame: I

Caze ID:I

Pl
=
Y
Cancel |

Work-Site Referral Form
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Chapter 12: Administration

PTCC relies on a database with a number of tables containing local program-specific information
and a setting to make the software run efficiently. This appendix contains general information
about the administration segment of PTCC. To access the administrative functions go to the
Administration Menu on the menu bar at the top of the window. If you attempt to open the
support tables while a case is open, the following dialog box appears:

System Message ]
@ ou may not Administer Support Tables while a case is open,

w'ould waou like o Close the current case?

Yes Mo

Click the Yes button and continue working with the Administration function.

For the Admin user, the Administration Menu has three selections. For all other users, only one
menu option, Application Settings, is available.

i Pretrial and Community Corrections Case Management System (PTCC)

File Edit Modules Reports | Administration  Help

Support Tables. .,

Application Settings
Skaff

Administration Menu

The following paragraphs describe the contents and provide instruction for use.
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Support Tables

There are 12 locally supported tables that allow you to enter and modify information specific to
your local program. Click Administration>Support Tables... from the drop-down menu. Only
users with Admin rights can modify these tables.

:]% Pretrial and Community Corrections Case Management System (PTCC)

File Edit Modules Reports | Administration  Help

Support Tables., .,
Application Settings
Skaff

Result: The Support Table Maintenance window appears.

¢ i Pretrial and Commmunity Corrections Support Table Maintenance -0l x|
File Record

Support T able AddCond_[D AddCond_Desc AddSequence

AdditionalConditions

AddrezzTupe

Anreztingdoency
JudicialOfficer
Localdidinance
MonitarOniyT ype
MonComplianceT ype
ObligationT ype
FemitTo
SupervizionLevel
WwiorkSite

woork T ype

Refresh LCloge

Support Table Maintenance window

Select the table to be worked on from the Support Table list on the left. The table appears in the
work area on the right.
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Support Tables, continued

Make additions to the selected table using the top row; make modifications in the specific row to
be modified. When you finish adding or modifying information, press the Enter key to save the
information.

¢ % Pretrial and Community Corrections Support Table Maintenance 10 x|
File Record
Support T able whorkSiteM ame Addr Addr2 City
AdditionalConditions |
AddressType
Anestingbgency Work Site |\N'0rk Site &ddress |W'0[k Site 2 Address Work Site City
JudicialOfficer

Work Site table

Once an item is entered into a table, it cannot be deleted. Be sure you want to
add the item before pressing the Enter key. Some tables allow you to
designate item status as active or inactive. Inactive keeps an item from
appearing in drop-down lists if it is out-dated or unavailable; it does not remove
the item from the table.

Adding Values to the Support Tables
Adding values to the Support Tables for the first time:

Some support tables are installed with pre-set values. Entering the first record into these tables is
done by typing the information into the top row and pressing the Enter key.

Other tables are installed with no pre-set values. These tables will have one record that will say
Enter first (name of support table) value here. For these tables, modify the initial record with
the first record of information by typing over the fields in the highlighted row and pressing the
Enter key (do NOT use the top row). Once the first valid record is entered, type the
information into the top row, and press the Enter key to add additional records.

Adding values to the Support Tables after the first time:

Select the table to add values to, enter the information in the top row, and press the Enter key
to save the information.
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Support Tables, continued
Modifying Values in the Support Tables

To modify existing support table information, open the table containing the information to be
modified, click in the appropriate row, make the necessary changes, and press the Enter key.

If you try to exit the table without saving the new information, the following warning appears:

Data Changed

Data Changed dialog box
Additional Conditions

The Additional Conditions table contains additional conditions that are common to your local
program, and that a judicial officer may choose to impose on a defendant or offender. This table
allows conditions to be entered or modified. The table contains three fields: AddCond_ID,
AddCond_Desc, and AddSequence. The AddCond_ID field is a unique identifier for additional
condition; the AddCond_Desc field contains a written description of the condition, and the
AddSequence field contains the add sequence, or order in which the description appears if the
condition has multiple lines. Additional conditions appear in the Conditions sub-module in
Pretrial and Community Corrections Placement modules, and in the Conditions of Supervision
report. There are no preset entries.

i i Pretrial and Community Corrections Support Table Maintenance

File Record

Suppaort T able AddCaond_|D AddCond_Desc AddS equence

AdditionalConditionz
AddrezsType
Arrestingdgency
JudicialOfficer 1 Curfew 1
LocalQrdinance

Additional Conditions table

The Additional Conditions table appears in the following modules and sub-

modules:
e PT Placement: Conditions, and

e CC Placement: Conditions.
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Support Tables, continued
Entering Conditions

The very first time a condition is entered in this table, enter it in the highlighted area containing
the text Enter Condition here. Add subsequent conditions in the first blank row at the top of the
table. When you press the Enter key, the conditions appear in the table listed in Add Condition
and Add Sequence order (see Example 1).

Example 1: To enter a short condition that will fit on one line (less than 247 characters):

AddCond_ID | AddCond_Desc AddCond_Sequence
1 You must attend Anger Management classes. 1
2 You must follow a 10 p.m. curfew

Note: The two conditions above are separate conditions, which can be selected and printed
separately. The AddCond_ID is different for each one.

Entering Conditions with Multiple Lines

If a condition requires more space than 247 characters in the description field, the rest of the
condition can be entered in subsequent lines. If this is done, make sure the AddCond_ID field for
each line contains the same number, and use the AddCond_Sequence field to identify the order in
which each line should be displayed. Leave a space at the beginning of each additional line, so
that the condition displays correctly when the system joins the lines (see Example 2).

Example 2: To enter a long condition that will not fit on one line (more than 247 characters):

AddCond_ID AddCond_Desc AddCond_Sequence
3 Y ou must complete 150 hours of Community Service and 1
3 report your hours on a weekly basis to your Case 2
Manager.

Note: The two lines in the example above contain information needed for one condition. The
AddCond_ID is the same for both lines. The AddCond_Sequence shows the order in which the
lines should be displayed. When printed, Condition 3’s AddCond_Desc prints in the order of the
AddCond_Sequence.
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Support Tables, continued
Address Type

The Address Type table allows you to enter or modify address types. The table contains one
field, AddressType_Desc. The Home, Work, and Other entries are preset.

i i Pretrial and Community Corrections Support Tablg

Fil= Record
Support T able AddrezzTupe_Desc
AdditionalConditions
Addrezz[ ype
Arrestinghgency Hame
Judiciald ficer Wwhark

Localdrdinance
MoritorOnlyTwpe

ManarmnlianeaT nne

Other

Address Type table

FY] PTCC does not currently use the Address Type table.

Arresting Agency

The Arresting Agency table allows you to enter or modify local arresting agency information.
The table contains one field, ArrestAgency_Desc. There are no preset entries.

i i Pretrial and Community Corrections Support Table Maintenan
File Record

Suppart Table Arresthgency_ Desc
AdditianalCaonditions
AddreszType
Arreztingdgency

JudicialOfficer

Arresting Agency table

FY] The Arresting Agency table appears in the following modules and sub-modules:
e PT Placement: Placement, and

e (CC Placement: Placement.
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Support Tables, continued
Judicial Officer

The Judicial Officer table allows you to enter or modify judicial officer information. The table

contains eight fields: FirstName, MiddleName, LastName, Prefix, Type, Suffix, ModDate, and
CurrentStatus. There are no preset entries.

P

Prefix-identifies a substitute judge or magistrate, if Substitute is entered; it also
refers to the greetings: Your Honor and The Honorable.

Type-indicates whether the person is a judge or magistrate. The only values
entered here are judge and magistrate.

CurrentStatus-indicates whether the judge or magistrate is active or inactive.

7 i Pretrial and Community Corrections Support Table Maintenance - |I:I|i|
Fil=  Record
Suppart Table FirstM ame Middlet ame LaztM ame Prefis

AdditionalConditions

AddressType
Arresting®gency udge oL Haorar
il |_1|:|||::|.5II_Ir||::er Judge Your Honoress
Localdrdinance
Judicial Officer table

To enter a substitute judge:
e Type Substitute in Prefix column, and

e Type Judge in the Type column.

To enter a substitute magistrate:
e Type Substitute in Prefix column, and

e TypeMagistrate in the Type column.

P

The Judicial Officer table appears in the following modules and sub-modules:
e Screening: Recommendations and Court Update

e PT Placement: Placement and Court Date, and

e (CC Placement: Placement and Court Date.

October 2002
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Support Tables, continued

Local Ordinance

The Local Ordinance table allows you to enter or modify local ordinances. The table contains
three fields: LocOrd_Statute, LocOrd_Descriptor, and ChargeClass. The LocOrd_Statute field
uniquely identifies the ordinance; the LocOrd_Descriptor field contains a description of the
ordinance; and the ChargeClass field contains the charge classification for the ordinance. There
are no preset entries.

i i Pretrial and Community Corrections Support Table Maintenance

File Record

Suppart T able

LocOrd_Statute

LacOrd_Descriptor

ChargeClass

AdditonalCondtions
AddrezzType
Arrestingdaency
JudicialOfficer
Locallrdinance
b anitordrlT ype

Local Ordinance table

fo .

PTCC uses the Local Ordinance table in the following modules and sub-modules:
Screening: Charges and Charge Update
e Setup: Pending Charges, Outstanding Warrants, and Prior Criminal History
e PT Placement: New Charges and Amend/Disposition, and
e (CC Placement: New Charges.

Monitor Only Type

The Monitor Only Type table allows you to enter or modify monitor only type information. The

table contains one field, MonitorOnlyType_Desc. There are no pre-set entries.

¢ i Pretrial and Community Corrections Support Table Maintenance

File Record

Support T able b onitordnly Tepe Desc
AdditionalConditions

AddressType

Arestingdgency Community Service Only
JudicialOfficer Fines/Costs/Restitution ..
LocalOrdinance U e Probai
Mortoririn] e nzupervized Probation
MonComplianceT ype

MonitorOnlyType table

PTCC does not currently use the MonitorOnlyType table. It was setup for a future
enhancement of adding Monitor Only Type to CC Placement.

12-8

PTCC Case Management System




Support Tables, continued

Non-Compliance Type

Chapter 12-Administration

The Non-Compliance Type table allows you to enter or modify types of non-compliance. The
table contains one field, NonCompType_Desc. There are many preset entries.

i % Pretrial and Community Corrections Support Table Maintenance
File Record

Support Table

MonCompTppe_Desc

AdditionalConditions
Addiez=Tpe
Arrestingdgency
JudicialQfficer
LocalOrdinance

M anitarQnlyT ype
MonComplianceT vpe
ObligationType
RemitTo
SupervizionLevel
WorkSite

Work Type

Comrmunity Service Work,

Failure to &ppear

Failure to Mohfy Emp/Ed...

Failure to Mohfy Residen...

Failure to Matify Trawel PI...

Failure to Report Citation. .

Mizzed Dug Test

Mizzed Office Contact

Mizzed Payment

Mizzed Phone Contact

Mizzed Referal Program ...

Partial Payment

Poszitive Drug Test

Pozsession of Firearm aft...

Received Mew Citation, .

Non Compliance Type table

The Non-Compliance Type table appears in the following modules and sub-
modules:

PT Supervision: Non-Compliance, and
CC Supervision: Non-Compliance.

October 2002
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Support Tables, continued

Obligation Type

The Obligation Type table allows you to enter or modify types of payment obligations. The table
contains one field, Ob_Desc. The table has four pre-set entries, Supervision Fees, Court Costs,
Court Fines, and Restitution. The entries appear in a predefined order. Any additional entries will

appear under them.

Although you can move and modify the four pre-set entries, doing so will cause
significant problems with the Community Corrections Monthly Report.

DO NOT CHANGE THE FOUR PRE-SET ENTRIES!

¢ i Pretrial and Community Corrections Support Table Maintenance

File Record
Support T able Ob_Desc
AdditionalConditionz
AddreszTupe
Anestinghgency Court Costs
JudicialOfficer Court Fines
LocalOrdinance Frastif
tanitardn T ype Estiuton
MonComplianceT ppe Supervision Fees

ObligationT vpe
RemitTo

Obligation Type table

% The Obligation Type table appears in the following modules and sub-modules:
e PT Placement: Payment Obligations, and
e (CC Placement: Payment Obligations.
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Support Tables, continued
Remit To

The Remit To table allows you to enter or modify remit to information. The table contains one
field, RemitTo_Desc. The table has three preset entries: Court Clerk, Program, and Victim.

i i Pretrial and Community Corrections Support Table Maintenance

File Record
Support Table RemitTo_Desc
AdditionalConditions
AddrezzT ype
Arrestingfgency Court Clerk,
JudicialOfficer Program
Lacaldrdinance ich
tanitordnl T ype ctim

MHonComplianceT vpe
OblhgationT ype
HermitT o
SupervizionLevel

Remit To table

% The Remit To table appears in the following modules and sub-modules:
e PT Placement: Payment Obligations, and
e (CC Placement: Payment Obligations.

Supervision Level

The Supervision Level table allows you to enter or modify supervision level information. The
table contains one field, SupLev_Desc. There are no preset values.

i i Pretrial and Community Corrections Support Table Maintenance
File Record

Support Table Suplev_Desc

AdditionalC onditions
AddrezzT ype
Arrestingdgency |
JudicialOffizer I
LocalOrdinance
tanitordnly T ype
MonComplianceT ppe
ObligationT ype
FemitTo

SupervisionLesvel

WiorkSite

Supervision Level table

FY, The Supervision Level table appears in the following modules and sub-modules:
e PT Placement: Placement, and
e (CC Placement: Placement.
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Support Tables, continued

Work Site

The Work Site table allows you to enter or modify work site information. The table contains six
fields: WorkSiteName, Addr1, Addr2, City, State, Zip, ContactFirstName, ContactMiddleName,
ContactLastName, ContactSuffix, Phone Number, Staff, Phone Ext., and ModDate. There are no

preset values.

i i Pretrial and Community Corrections Support Table Maintenance - |EI|5|
File FRecord
Support Table WorkSiteMame Addrl addr2 City
AdditionalConditions
AddrezsTupe
Work She Weork Site Address wWoork Site 2 Address Whork, Site City

Arrestingdgency
JudicialQfficer
Localdrdinance
MonitarQnlp T ype
MonCompliahceType
ObligationT ppe
RemitTo

Work Type

Worksite table

Py

The Work Site table appears in the following module and sub-module: CC
Placement: Placement.
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Support Tables, continued
Work Type

The Work Type table allows you to enter or modify a work type description. The table contains
one field, WorkType_Desc. There are no preset entries.

¢ i Pretrial and Community Corrections Support Table Maintenance
File Record

Support T able YWhork Tupe Desc
AdditionalConditions
AddrezzType
Arrestingdgency
JudicialOfficer
LocalQrdinance
MonitorOnluT vpe
MonComplianceT ype
OhbligationT ype
RemitTo
SupervizionLewvel
WiorkSite

Work Type table

The Work Type table appears in the following module and sub-module: CC
Placement: Placement.

October 2002
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Application Settings

This window allows you to change the navigation color.

im. Application Settings

Application Settings window
1. Click the drop-down arrow, and select the desired color from the drop-down list.

2. Select the Log errors to file check box to create an error file.

The system creates a file called errorlog.log, which it stores at this location:
FY, c:\program files\ptcc\errorlog.log.

This function is not currently enabled in PTCC.

3. Click OK to accept the changes.

12-14 PTCC Case Management System



Chapter 12-Administration

Staff

The Staff menu item provides access to the Staff Maintenance window, which is used to maintain
staff user rights and track staff education and training information.

Staff Maintenance

Use this window to add or update staff information. In addition to the general information at the
top of the window, the staff window has two tabs: System and Courses. Use the System tab to
enter user login information; use the Courses tab to enter course information.

v, Staff Maintenance : |
Staff Murnber: I Title: I
Last M arne: I Current Status: I j
First M arne: I Carr. Signature: I
Middle M ame: I Location: I
Suiffi: I j Work Phone: I
Harne Phaone: I
Syztem T Courses ]
Izer Mame: I Logon Statusz: I
Pazzword; | Logon Last; I
Accesz Level:l j Logoff Lazt: I
Lookup Mew Save Cloge

Staff Maintenance window

Staff Number is the number assigned to that person by the administrator. Corr. Signature is the
person’s correspondence signature, which PTCC does not use. Location is the office where the
person works.
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Staff, continued
Staff Maintenance Window Buttons

The Staff Maintenance tab contains four buttons: Lookup, New, Save, and Close.

Lookup
Click the Lookup button to access the Staff Lookup window to search for a current staff member.
i i Staff Lookup X|
First Marme | Last Mame | Title | Statuz | Last Access
b anager Caze Active 061042002 0254 P
Frobation Local Local P...  Active 0612002 10:12 &M
System Administrator CSCSy..  Active 06/18/2002 01:55 P
4| | B
: Cancel |

Staff Lookup window

Select a current staff member from the list by:
e double-clicking the name, or
e highlighting the name and clicking the OK button.

New

Click the New button to add a new staff member. The cursor appears in the Staff Number field at
the top of the window.

Save

Click the Save button to save added or modified staff information. When adding or modifying
staff member passwords, click the Save button and a system prompt requests verification of the
password.

Close
Click the Close button to return to the blank window in PTCC.
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Staff, continued
System Tab

The System tab allows the addition or modification of user login information.

Syztem 1 Courses 1
I1zer Mame: I Lagan Status: I
Pazsword: I Logon Last: I
Aocess Level:l j Logaff Lazt: I
Lookup Mew Save LCloze
System tab

Access Level is the group the staff member is assigned to for system permissions. Logon Status
shows if the staff member is currently logged in to PTCC. Logon Last displays the last time and
date the staff member logged on to PTCC. Logoff Last displays the last time and date the staff

member logged off PTCC. PTCC automatically enters Logon Status, Logon Last, and Logoff
Last.
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Staff, continued

Staff Access Levels

The table below shows the different roles and responsibilities associated with PTCC. Each of
these roles can be assigned for PT only, CC only, or for both PT and CC.

Access Level

Who they are

Permissions

Admin

Super Users

Can modify all locally defined support tables and the staff
support table. While they can view all other system
information, they cannot add, modify, or delete any
information. They can print reports.

Whether the Admin user is identified as PT, CC, or PTCC
does not make a difference to their access level.

Guest

Outside Users

Can view all system information, but they cannot add,
modify, or delete any information. They can print reports.

Whether the Guest user is identified as PT, CC, or PTCC
does not make a difference to their access level.

Staff

Basic Users

Can add, modify, and delete all information about cases

with the following exceptions:

e PT and CC Staff users cannot update Date Last
Reviewed or Closed Review Date

e PT Staff users cannot update CC Placement or CC
Supervision information

e CC Staff users cannot update Screening, PT
Placement, or PT Supervision information

They can print reports.

Supervisor

Director, or
Sr. Case
Manager

Can add, modify, and delete all information about cases

with the following exceptions:

e PT Supervisor users cannot modify information in CC
Placement or CC Supervision

e CC Supervisor users cannot modify information in
Screening, PT Placement, or PT Supervision

They can print reports.
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Staff, continued
Courses Tab

The Courses tab allows viewing of a staff member’s education/training history.

Syztem T iCourzes ]

Courze D ate | Courze Title | Hours | Statuz _I

4| | I

Lookup | Hew Save | Cloze |

Courses tab

A new staff member’s information must be saved, before entering course
information. If the staff record is not saved, the following dialog box:

FY' @ The staff member must be saved in the syskem

before wou may enter courses for them,

Click the Ellipses icon to access the Courses window, and add, modify, or delete courses.
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Staff, continued
Courses Window

Staff member Course information can be added, modified, and deleted from this window. The
window contains a summary list box showing: Course Date, Course Title, Hours, Status,
Academic Credit, Degree, Credit Hours, and Cost.

i Courses =10 x|

Sitaff Member: [Case, Manager Date Edited: |

Course Datel Course Titlel H-:uursl Statusl Academic Ereditl Degreel EreditHDursl ozt

Course [ ate: Ii-'"_f"_ E;I Acaderic Credit: I "I

Courze Title:; I Degree: I
Hours: I Credit Hours: I
Statuiz: I Cost; I
Save | Undo | Mew | Delete | Cloze |

Courses window

Adding a Course

Follow these steps to add a course:
e Type the information in the data fields.
e Click the Save button, and a new line appears in the summary list box.

Modifying a Course

Follow these steps to modify a course:

e Select a line record in the list box, and the details for that record appear in the fields at the
bottom section of the window.

e Change the information in the data fields.

e Click the Save button.
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Appendix A: Deleting a Case, Placement, and/or Screening

This appendix contains information about deleting a case, placement, and/or screening from
PTCC. It includes the conditions that determine whether information cannot be deleted, as well
as the procedures for deleting case information when it is possible to do so.

General

The following paragraphs identify rules about deleting a case, placement, or screening from
PTCC:

A case cannot be deleted if it has:

e aclosed placement in Pretrial or Community Corrections, or

e a Pretrial or Community Corrections Placement which at some point had charges associated
with it, even if those charges have been removed.

A Pretrial Placement cannot deleted if it:
e has charges that have been amended or disposed of, or
e s a closed placement.

A Community Corrections Placement cannot be deleted if the placement is closed.
A Screening can always be deleted; however, doing so can be time consuming.

With all deletion processes, PTCC provides error messages identifying associated records that
must be deleted first. Once all associated records are deleted, the main record can be deleted.
Read the error message carefully, go to the sub-module and delete the record, then delete the
information in the sub-module. Deleting the case, placement, or screening is often a multi-step
process.

Follow the steps in the procedures below to delete an entire case, placement, and/or screening.
Begin the process at the last level of information entered. For instance, to delete a Screening for
which information has been entered on the Screening, Charges, Court Assignment, and Court
Report sub-modules, start the deletion process at the Court Report sub-module. If information
also happened to be entered on the Recommendation sub-module, start the deletion process at the
Recommendation sub-module.

Deleting an Entire Case

Follow the steps in the procedure below to delete an entire case:

1. Delete all placements associated with the case (see Deleting an Entire Pretrial or
Community Corrections Placement below).

2. Delete all screenings associated with the case (see Deleting an Entire Screening below).

3. Return to the Setup module, Demographics sub-module, and click the Delete icon to delete
the case.
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Deleting an Entire Pretrial or Community Corrections Placement

Deleting a Pretrial Placement

Follow the steps in the procedure below to delete an entire Pretrial Placement:

1. In the PT Supervision module, Payment Obligations sub-module, highlight the placement to
delete, and delete any payments made for the placement.

In the PT Placement module, Placement sub-module, and select the placement to delete.

Go to the Payment Obligations sub-module, and delete all payment obligations.

Go to the Attorney sub-module, and delete all attorneys.

Return to the Placement sub-module, and click the delete icon to delete the highlighted
placement.

ol

Deleting a Community Corrections Placement

Follow the steps in the procedure below to delete an entire Community Corrections Placement:

1. In the CC Supervision module, Payment Obligations sub-module, highlight the placement to
delete, and delete any payments made for the placement.

2. In the CC Supervision module, Community Service sub-module, highlight the placement to
delete, and delete any community service hours entered for the placement.

3. In the CC Placement module, Placement sub-module, select the placement to delete.

4. Go to the Payment Obligations sub-module, and delete all payment obligations.

5. Go to the Community Service sub-module and delete all community service obligations.

6. Go to the Program Requirements sub-module, and delete the program requirements
information.

7. Go to the Attorney sub-module, and delete all attorneys.

8. Return to the Placement sub-module, and click the delete icon to delete the highlighted
placement.

Deleting an Entire Screening
Follow the steps in the procedure below to delete an entire Screening:

1. In the Screening module, Screening sub-module, highlight the screening to delete.

Go to the Court Updates sub-module, and remove all updates to the court information

associated with the charges listed.

Go to the Charge Updates sub-module, and remove all updates to the charges listed.

4. Go to the Recommendation sub-module, and remove all recommendations for the courts
listed.

5. Go to the Court Reports sub-module, and delete the date created and any report summary
information for the highlighted court, thereby deleting the record of the report being created.

6. Go to the Court Assignment sub-module, and delete all updates to the charges listed (use the
Ctrl key to select multiple charges for deletion).

7. Go to the Original Charges sub-module, and delete all charges listed.

8. Return to the Screening sub-module, and click the delete icon to delete the highlighted
screening.

[98)
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Deleting an Entire Screening, continued

At times it may be necessary to delete information from the various sub-modules in a different
order than stated above. For example, if a recommendation was entered for a court that was
updated in the Court Update sub-module, delete the recommendation from the Recommendation
sub-module before deleting the court information from the Court Update sub-module; however, if
no recommendation was made to a court that was updated in the Court Update sub-module, begin
the Screening deletion process at the Court Update sub-module. Again, read the error messages
carefully and they explain what needs to happen during the process.

In several of the Screening sub-modules, because of the application design, the Delete icon does
not function in a normal way. In these sub-modules, clicking the Delete icon removes
information from the record, rather than actually deleting the record. The Delete icon functions
differently when used with the sub-modules listed below:

Court Assignment-the Delete icon removes court assignment information from the charge
highlighted in the Original Court Assignment list box. When the court assignment is
removed, the charge will move back to the Charges list box.

Court Reports—the Delete icon removes the date created and any report summary
information for the highlighted court, thereby deleting the record of the Court Report
being created. The court still appears in the summary list box, but it no longer has an
associated date or summary.

Recommendation—the Delete icon removes the recommendation information that was
entered for the highlighted court appearance. The court still appears record in the list box,
but it no longer has an associated recommendation.

Charge Update—the Delete icon removes any charge update information that might have

been entered about the highlighted charge, and restores the charge to its previous charge
update status or to its original charge status. The charge still appears in the summary list
box, but it no longer has the updated information. If a charge is deleted from the Charge
Update screen that has been Referred to PT or Referred to CC and subsequently assigned
to a placement, it also removes the charge from its PT- or CC-respective assignment.

Court Update—the Delete icon removes any court update information you might have
entered about the highlighted charge, and restores the previous court information for the
charge. The charge still appears in the list box, but it no longer has court update
information.

Multiple Recommendations

If a group of charges have multiple recommendations, delete a Recommendation, then delete its
associated Court Update record, delete the next Recommendation, and then delete its associated
Court Update record. Continue until you remove all Recommendations and Court Updates, and
then continue with the steps above.
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Deleting an Entire Screening, continued
Multiple Charge Updates
If a charge has multiple Charge Updates, delete all updates before deleting the original charge

from the Charges sub-module.

Miscellaneous Error Messages

The following error messages may appear when you attempt to delete a case, placement, and/or
screening.

Original Court Appearance

If, on the Court Update tab, updated court information has either never been entered for the
charge highlighted in the summary list box or updated court information has already been deleted
for that particular charge, and you try to delete the charge, the following message appears:

Q ou cannot delete an Original Court Appearance From the Court Update screen (-3055)

This message means there is no updated court information to delete from the highlighted charge,
and since only updated court information from the Court Update sub-module can be deleted, not
original court information, there is nothing to delete for this charge in this sub-module. To
continue to delete the screening, continue with the steps listed above. An original court
appearance can only be deleted from the Court Assignment sub-module.

Original Charge

If, on the Charge Update screen, the charge highlighted in the summary list box has either never
been updated or all updated charge information for that particular charge has already been
deleted, and an attempt is made to delete the charge, the following message appears:

Q You cannot delete an Criginal Charge from the Charge Update screen (-1997)

This message means there is no updated charge information to delete from the highlighted
charge, and since only updated charge information from the Charge Update sub-module can be
deleted, not an original charge, nothing is left to delete for this charge in this sub-module. To
continue to delete the screening, continue with the steps listed above. An original charge can
only be deleted from the Charges sub-module.
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Miscellaneous Error Messages, continued
Existing Screenings

It is possible, when trying to delete a case, to get the following error message:

Q You cannok delete a case that has existing screeningls), (-6053)

This error message can occur for two reasons:

e A case has screenings that need to be deleted before the case can be deleted.

e A PT or CC placement at some point had charges associated with it (even if those charges
have been removed). When adding charges to a PT or CC placement, PTCC adds an internal
record to the Screening table. Currently, when deleting a PT or CC charge, the application
does not remove the additional Screening record, therefore when it tries to delete the case,
the system thinks there are existing screenings even though there are not. Under these
circumstances, the case cannot be deleted.
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Appendix B: Sample Reports and Forms

This appendix contains examples of the all PTCC reports and forms, in alphabetical order
starting with Reports.

Reports

Appointment Calendar

Appointment Calendar - (PT)
Friday, July 26, 2002 for: All Casze Managers
Al Appointments DAF10/2001 - 114102002
Name Phone Date Time App't Type Note
Defendant , Joe M (B04)555-5555 n110d02 Office Visit
Defendant , Joe M (B04)555-5555 01170z Office Visit
Defendant , Joe M {804)555-5555 0124402 Office Vistt
Defendant , Joe M (B04)555-5555 n1f31402 Office Visit
Defendant , Joe M (B04)555-5555 0207z Office Visit
Defendant , Joe M (B04)555-5555 0214402 Office Visit
Defendant , Joe M (B04)555-5555 0221402 Office Visit
Defendant , Joe M {804)555-5555 0228002 Office Vistt
Defendant , Joe M (B04)555-5555 030702 Office Visit
Defendant , Joe M (B04)555-5555 0314402 Office Visit
Defendant , Joe M (B04)555-5555 0410402 Office Visit
Defendant , Joe M (B04)555-5555 041702 Office Visit
Defendant , Joe M {804)555-5555 0472402 Office Vistt
Defendant , Joe M (B04)555-5555 nsf01d0z Office Visit
Defendant , Joe M (B04)555-5555 050802 Office Visit
Defendant , Joe M (B04)555-5555 0515002 Office Visit
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Reports, continued
Basic Demographic Information

Defendant Demographic Information

Defendant, Joe M - PTCC Case #CA1 760200206101 2274400

Page 1 of 2

Basic Information:

Primary Language: Enclish Marital Status: Divorced
SID#: 123456 FBI#: none Local Tracking:

Name: Defendant Joe M S8N: 999-53-9984 Sex: _M  Race: Asian
DOB: 01/01/40  Age: 62 Birth Place: Virginia U.S. Dep Living w/ Defendant: _ [

Dependents: ]

Motes: tattoo of an esgle on apper tight should in green

EKnovwn Aliases:

Alias Name Alias S5N Alias DOE
Toey n1/tisn

Residence:
Verified By: his mother Matrgaret

Homeless: Mo Fixed Address: Yez Phone: (304} 555-5555

Addr2: street 2 address Length at Present Address: Years: 10  Months
City:  city address In area: Years: 10  Months
State: Virginia Zip: 12345 In State: Years: 10 Months
Vehicle Access: Yes Drivers License: 123456753

Addrl: street address Lives With: Margaret Relationship: Parent

-0
;0

0

Public Transportation Access: Tes State Issued: Virginia

Notes:

References:

Nare Relationship Phone Number
Iargaret Parent {804) 555-5555

Note

Employment:
Verified By: Boss
Employed: Yes Employer: Employer Mame

Phone: (804) 555-1212 Addrl: Emplover Street Address City:

Emplover City

Supervisor: Bose Addr?: Employer Street 2 Address State:

Wirgitia

Emp From: 06/10/01 Zip:
Wages: 300.00 Period: _Weekly
Notes:

12345-6759

Education:

Current Student: Mo  Last/Curr School:

Last GradeComp: 12th Grade Writes English: Yes
Notes:

Reads English: Yes

Printed: 0772602002 8 434N
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Reports, continued
Community Service Log

Community Service Log
Friday, haly 25, 2002 7262001 - 077262002
AT Case Manazers
Thim & Work Work Rep orted Work Si¢hd Workel Hours
Hame Humbex Recorded Sibe Te Lo alily Hours Hours Let
Offinder, Tosephine Ermmple 121002001 Wark: Site Probation Local Rickmond {city) 000 000 na
Page l of 1
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Reports, continued

Court Dates

Manday, July 29, 2002

Name
Defendant, Joe I

Defendant, Joe IvI

Placement
Date

D6f2552002
062302002

Case
Manager
Ilanager Case

Ilanager Case

Court Dates - (FT)

072972002 - 1173002002

Court
Date Charge
022002002 ACCOWMPLICE Accessory after the fact - felony

102902002 ACCONFPLICE Accessory after the fact - felony

Pagelof 1
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Reports, continued
Demographic Statistics

Demographic Statistics
For: Commumty Corrections Case Manager: A1l Case Managers
06/10/2001. 0771172002

Ivlitirrim 37
Asrerage 37
I azzrrum 37

Gender:

# Males 0
# Females

—_

Race:

# Black

# White

# Asian

# Hispanic

# Mative American
# Other

# Unlnown

Employment:
# Employed 1

# Unemployed il
# Unlmown 0

Marital Status:
# Married
# Divorced
# Mever Marred

# Separated
# Widowed
# Other

oo o o — O

oo o O

Percent
Count Category Drescriptor PCC T otal
1 ALCOHOL Sale, llegal M1 50.00

1 MARCOTICS Possession wimtent to sell distribute, etc. F9 50.00

2 Total Charges

Page 1 of' 1
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Reports, continued
Drug Testing Log

&1 Drage Tested

Name
Offender, Josephine Exargple

Fridey, July 26, 2002

Drug Testing Log (co
07262000 - 07262002

Drugs
Test Date  Collecied By Tested
0271001 FProbation Local Aleobiol (pos)

Resulis
Puositie

Dage Lof 1
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Reports, continued
Graduated Sanctions Log

Gradnated Sanctions Log (CC)
Comnumty Corections Graduated 0871052001 - 0271 Or2002
5 ancHons
Date Cage Imposed Sancton
N ame Impozed Manager By Type Notes
offerder, Joseplire 010001  Marmger Case Clonmrarity Corre cios Substarce Atuse Edcation
Exanmle
laf 1
Friduy, Fuly 26,2002 P
October 2002
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Reports, continued
Monthly Report CC

COMMUNITY CORRECTIONS ACT
MONTHLY REPORT

Grant Number:

Locality: Richmond

Report For: 06 /2002
MYV YY

W A S M ol G P e e
== 4 7 G -~ == =

-
[ T

14.

Offender Activity

Total # Active Offenders on First Day
of the Month

Total # Inactive Offenders on First
Day of the Month

Total # Offenders Placed on
Sup ervision

Total # Offenders Terminated from
Sup ervision

Total # Imactive Offenders on Last
Day of the Month

Total# Active Offenders on Last Day
of the Month

Total# Superviion Days
Average Daily Caselad

Average Length of Supervision

. New Service Placements

Substance Abuse Testing

Substance Abuse Education
Substance Abuse Counseling
Short-term Detox (3-7 days)
Long-term Inpatient Tx 28+ days)
Shop lifters Group

Anger Management

Batterer's | Domestic Vioknce Group
Sex Offender Treatment

Financial Responshility Class

. Elcironik Moniering (EA)

Home Incarceration (wiout EN)
Community Service
Other

Printed: 07/26/2002 @ 9114

T otal
YTD

12

12

30

30

365

Misd.

YTD

Felony

T otal
YTD

—_

—

o (e ol | oo |l |@ |a|lao|o

o |lo|lo|lo|lo|jo|lo ||l |o |2

—_

oo |o|jlo|lo (oo |lo|lo|lo o

—

o S e i s e s Y (e I e e ) s e = =]

=

fom O e O s e s Y (s e e Y N Y s Y o )

=

=
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Reports, continued

Monthly Report PT
PRETRIAL SERVICES ACT
MONTHLY REPORT
Locality: Richmond Grant Number:
Report For: 06 /2002
LWV YT
Total Total
I. Defendant Activity Misd. YTD Felony YTD MTD YTD
1. Total# Active Defendants on First 1 3 1 14 2 17
Day of the Month
2. Total#Inactive Defendantis on First 1] 1] 1] 1] 1} 1]
Day of the Month
3. Total# Defendants Placed on 1] a 1 2 1 2
Sup exvision
4. Total# Defendants Terminated from i} i} 0 0 0 0
Sup exvision
5. Total#Inactive Defendants on Last 1] 1] a a a a
Day of the Month
6. Total# Active Defendants on Last 1] 3 3 16 3 19
Day of the Month
7. Total # Supervision Days 24 108 55 451 ™ 559
8.  Average Daily Caseload 1] 1 1
9. Average Length of Sup ervision ] 26 280
Total Total
II. New Service Placements Misd. YTD Felony YTD MTD YTD
1. Substance Abuse Testing 0 ] ] 1 ] 1
2. Substance Ahuse Education a 1] a a a a
3. Substance Ahuse Counseling 0 1] ] ] a ]
4. Short-term Detox (3-7 days) ] i] i i i i
5. Long-term Inpatient Tx (28+ days) 0 i} 1 1 1 1
6.  Shoplifiers Group 0 i} 0 0 0 0
7. Anger Management 0 i} 0 0 0 0
§. Batterer'’s /Domestic Vioknce Group 0 i} 1 1 1 1
9. Sex Offender Treatment a 1] a a a a
10. Financial Responshility Class 0 i] 1 1 1 1
11. Electronic Monitoring (EM) 0 i] ] a ] ]
12, Home Incarceration (w/out EM) 1] 1] 1 1 1 1
13. Other 0 i] ] ] ] ]
Printed: 07/26/2002 @ 9:12AM
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Reports, continued

Non-Compliance Log

&1 Non-Compliance Issies
Name

Offerder, Josephive Exanple

Friday, Jaly 26, 2002

Non-Compliance Log o)
[ES1072001 - 02/1002001

Case Non- Compliance
Daie Manager Calegory
01001 Probaton Local Positive Dimg Test

Action
Talen

Graduated S anctices Tnpos:

Page lof |
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Reports, continued
Payment Log

Payment Log (CC)
07262001 - 07 £26/2002
All Pavmment Obligations
Paymvernt Case Paymuwent Typeof Orig Amount  Bal Afier  Recept
Mame Daie Manager Rec'd By Ohligation Ohlig Amt  Paid Payment "
Ciferder, Tosephine Fample 05/10/01  Probation Local Probation Local Cout Costs £50.00 £1500 3000 002
Offerder, Tosephing Bmmple 1071001 Prohation Local Probation Local Cout Costs $50.00 $1500 4500 003
Cifirvder, Tosephine Erample 1271001 Probation Local Probation Local Coumt Costs £50.00 §500 5000 004
Oifiruder, Tosephine Bample 06/26/02  Maager Cass Sypstem Administrator Cot Costs $50000 £2500 $375.00
Cffirder, Tosephine Bample 05/20/01  Probation Local Probation Local Cot Pines $50.00 £2000 $1500 005
Offerder, Tosephing Bmmple 11/2101  Prohation Local Probation Local Conmt Fines $50.00 $1500 $000 006
Oifirvder, Tosephine Erample 075101 Probation Local Probation Local Eestinrion $50.00 2000 $2100  00F
Cifirvder, Tosephine Erample 05/20/01  Probation Local Probation Local Restinrion £50.00 $1150 F050 003
Cffirder, Tosephine Bample 10/3101  Probation Lacal Probation Local Restittion $50.00 $525 $425 009
Ciferder, Tosephine Fample 110101 Probation Local Probation Local Restintrion £50.00 $400 $025 0010
Offerder, Tosephing Bmmple 12/05/01  Probation Local Probation Local Restintrion $50.00 £25 $000 0011
Cifirvder, Tosephine Erample 1271001 Probation Local Probation Local Superyision Fees $10.00 £1000 F000 0012
Friduy, huky 26,2002 Tuge lof 1
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Reports, continued

Program Referral Log

&1 Refemals

Name

Offender, Josephine Example
Offender, Josenhine Exarmle
Offender, Josephine Exarmle

Fridsy, Jaby 26, 2002

Date 1st
Chss

0winol
ori1nz
07inn1

Program Referral Log (CC)

Case
Manazer

Probation Local
Probation Local
Probation Local

06/10/2001 - 071102002

Program
Name

Coraranmity Service
Other

Substanee Ahuse
Testing

End
Daite

o7iinz

Resuliof Transferred
Ouicome Grad- Sanc. From

Suecessfil Ho
Ha
Hao

Duge lof 1
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Reports, continued
Screening Report

Screening Report

A1 Case Managers 0140952002 - 0711202002

Sereened Date  Screening Reason
Mame By Outcome
Diefendant, Joe I Dlatiager Case 0102 In
Defendant, Joe Iv Ilamager Case Dar1nn2 In
Defendant, Joe Iv Ilanager Case Dar2502 In
Offerder, Josephine Exarnple  DWlanager Case O&f2502 In
Friday, July 26, 2002 Page 1of 1
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Reports, continued

Supervision Report

0722002

Fame

Status: Active

Otffndaz, Teraphita
Evungh
Offandar, Toraphina
Exsngh

Status: Closed

Offurdnr, Tosa phina
Exangh

Phomet

20020 C130002

2002071100001

20020 1000002

Status
Dt

0EAZ200]

0TAL2002

neAE2002

Supervision Report (Community Corrections)

O&afl83001 - O 12003

Case Supw Plocem snt
Wanspar Lewsl Trps Cataps Y
Maramrlwn How Plcoma ot Fom HRELOIICE
MaragurCass Innfimmd InFrem

FPobation Logal I Huw Phseme of From ALCOHOL

Dascripte r

Forenerienwinmd ¥ cull

fak, ik gl

Outcom =)

Feazon

PP Inactive

M fmsoesiful

Foge laf |
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Reports, continued

Appendix B-Sample Reports and Forms

Supervisor’s Review List Report

Friday, July 26, 2002
Cages Not Reviewed since 0702602002

Supervisor's Review List - (cc)
for: A11C ase Manag ers

Casze # Current Date of
Name Manager Placemenis Status Last Review
Offender, Josephine Ianager Case 2 Lot Hewer

Reason
Inactive

Page lof 1

October 2002
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Forms

Appointment Letter

TO:

DATE:  Friday, July 26, 2002

FEOM:

RE:

YOUR NEXT APPOINTMENT IS AS FOLLOWS:
DATE: 072612002
TIME:

FLACE:

Your attendance for this appointment is required and 15 a condition of your
Agreement. Falure to attend or make appropriate changes may result in your case being retumed to the court
az non-comypliant. You may contact me af

Agency Representative
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Forms, continued
Authorization for Release Form

Authorization for Release of Information

[ COMIENTFOR RELEASE OF INFORMATION

L , the undersigned, hereby anthon ze any agency, institution,
public or pnwate, or person, to release any information they may have concerning me or my background to a
anthorized agent. Implicit to this authonization is that a

authorized agent may release to you any necessary information regarding me

to facilitate this request.

This consent and anthorization for release of information shall include such information asit relates to ty
emotional, mental or physical health, medical records, school records, test scores, academic or behavioral
memoranda, all court records, employment records (both past and present), and any military history.

[understand that (1) the use, disclosure, and redizclosure of such informati on 12 made only in the
investigation andfor supervision ofmy case, (2) while under investigation and/for supervision I cannot
revoke this consent; and (3) this consent will terrminate upon my release from the custody of the Courts,
and their authorized agents.

By affizing my signature, [ attest to hawing read, or been read, this document and fully understand sare.
[ consent and request that all such persons or agencies accept a photocopy ofthis authorization as walid
authorization to give such information or records.

Date Signature of Defendant/Offender

II. SUBSTANCE ABUSE DISCLOSURE CONSENT AUTHORIZATION - IF APPLICABLE
I the undersigned, herehy authon ze the

and their agents to receive and to release confidential information on my
history of drug andfor dleohol use in thetr knowledge, possession, or records for the purposes of 1dentity,
diagnosis, prognosis, andfor treatment by the Courts and the in the
investigation andfor supervision ofmy case.

2

[understand that (1) the use, disclosure, and redisclosure of such information 15 made only in the
investigation andf/or supervision of my case; (2) while under investigation and/or supervision I cannot revoke
thiz conzent; and (3) this consent will tertmi nate upon my release from the custody of the Courts,

and their anthorized agents.

By affixing my signature, [ attestto having read, or been read, this document and fully understand same.
[ conzent and request that all such persons or agencies accept aphotocopy ofthiz anthorization as valid
authonzation to give such information or records.

Date Signature of Defendant/Offender

Date Signature and Title of Witness
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Forms, continued
Community Service Agreement Letter

Flacement &gency:

Contact Person:

Address:
Telephone Nutnber:

COMMUNITY SERVICE AGREEMENT
This agreement 15 made this day of by and between

and . This agreement 15 intended to delineate

the responsibilities of and
1. will:
4. Bchedule all offenders for screening,
B. Monitor activities of o fenders.
C. Provide general lighility insurance on all offenders.
D. Frovide appropriate technical assistance (e.g. provide fonns and information regarding rules and

regulations on the use of offenders).

e

will:

A Mantan arecord of cormmunity service hours corapleted by offenders and provide an evaluation of
the offender, including falures to report, when called upon.

E. Provide supervision and guidance of offenders for each task that needs to be completed. 1 am aware

of the intent of and wall provide this supervision as a contracing

agency on behalfof

C. Describe the type(s) of community service work the offenders will he performing,

D. Contact the Case Manager if problemes should anse, especially in regards to the offender's attendance,
atitude, petformance, andfor behavior,

E. MNotfy immediately of any injury incurred by the offender.
Community Service Agency Representahive Drate

Drate
Representatrve
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Forms, continued
Conditions of Supervision

CONDITIONS OF SUPERVISION

[ agree to abide by the following conditions as required by the Court and the Alexandria
Crininal Justice Bervices,

1. To report by phone and/or in person to a case manager as scheduled.

2, Toreside at 1234 Main Street Richmond, V.4 11111 and to notify my case manager prior to any
change of residence or telephone number. Residence venfication may be required.

3. To follow my case manager's mstructions and be truthful and cooperative.

4. To notify my case manager of any changes in employment or educational status within one week.
Verification of employment may be required.

5. To appear in court for any proceedings as ordered by the Court.

6. To not use, own, possess, transport, or carry a firearm 1f T have been convicted of a felony or have
ever heen convicted of a domestic assault (frusdemeanor or felony).

7. To keep the peace, be of good behawor, and obey all Municipal, County, State and Federal laws and
ordinances, and to report to my case manager any arrests or citations, including traffic tickets, within

three days.

8 Toreframn from the use of dlegal drugs and the abuse of alcohel, to underzo random drugfalcohol
testing upon request.

9. To not travel outside the State of Virginia without first notfying my case manager.
10. Test
11, Curfew

12, Additonal conditions required for PTCC demo.

[ understand that my criminal and driving records will be checked. T also understand that I wall
remain in the program until released by the Court.

[ have read, or have had read to me, the preceding conditions. T understand that 1f T fail to comply
with any of these conditions the Court will be notified and a warrant may be 1ssued for my arrest.

Date Signature of Defendant/Ofender

Date Azency Representative
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Forms, continued

Court Appearance/Continuance Reminder Letter

COURT APPEARANCE/CONTINUANCE REMINDER LETTER

TO:

Flease be informed that vou are to appear in the Courtof

on at as ordered by the court. Failure
to appear may result in a capias for your amrest.

Flease call the office Monday through Frnday between the hours of
am. and pan. a immediately upon receipt
of this letter to wenfy that you have recetved this reminder.

Ifyou are unable to reach the office, you are stll required to be in coutt at the ahowe listed date and time.

Agency Representative

Date

B-20
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Forms, continued
Fines & Costs/Restitution/Community Service Ledger

FINES AND COSTS/RESTITUTION/
COMMUNITY SERVICE LEDGER

Mame Joe M Defendant

RESTITUTTION PAYABLE TO:

Mame: Telephone #:
Address:
Zip Code:
PAYMENT CHART
FIMNES AND COSTS RESTITUTION C3H
Due by Due by:
DATE AT BALANCE DATE AT BALANCE DATE AT |BALANCE
P&ID PaID WORKED
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Forms, continued

Inactive Status Form

Inactive Status Form

Defendant/Offender Marme: Flacement Date:

Offense(s):

Mesxt Court Date: Last Contact:

Reason for Inactive Status:

Court action has been requested for successful termination
Excused ahsences for:

Employment Military Duty
Traning Medical Emergencies
Vacation Family Emetgencies of the Defendant/Offender

Defendant/Cffender incarcerated
Defendant/Cffender ahsconded
Cther

Explanation:

Reguested Inactive Dates: From Ta

Submitted By Date:

Approved

Denied

Drate;

Frogram Director / Designee

Hote: Superision of incarcerated defendantafoffende rs st re surne npon release, regardless of approval dates above.
Case Ihnagers are responsible for compmmnication with loeal jails to werify release date.
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Forms, continued
Intake Appointment Letter

INTAKE APPOINTMENT LETTER

Friday, July 26, 2002

Dear

You have been ordered to this agency by the local court. In order for you to comply with the
order ofthe Court, vou must appearin this office for an intake appointment on
at

Ouroffice islocated at:

[tis imperative that vou keep this appointment. If vou have any questions, feel free to
contact tne at

Sincerely,

Agency Representative
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Forms, continued
Missed Appointment Letter

MISSED APPOINTMENT NOTICE

Friday, July 26, 2002

Drear

You have faled to keep your scheduled office wsit on . Thizis a serious violation of the terms of your
contract and has placed you in non-compliance with your Court Order.

[ have scheduled you an appointment on a

You rnuat report to:

YOU MUST KEEP THIS APPOINTMENT!

Sincerely,

Agency Representative
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Appendix B-Sample Reports and Forms

Forms, continued
Payment Obligations and Schedule

TO:

DATE  Friday, July 26, 2002

FROM:

PAYMENT OBLIGATIONS AND SCHEDULE

Agyou are aware, you have been ordered by the local courtto pay the fllowing:
b for Payahle to:

The following payment schedule has been set up for you:
Beginning Pay § per for

Payments mustbe in the form of amoney order or cashier's check and submitted to this office. [fyou have
any questions, feel free to contactme at

Aoency Representative
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Forms, continued

Pretrial Authorization Form

Authorization of Release of Information
Pretrial Services Program

The Pretridl Representative wall be conducting an interview concerning vour residence, family,
employment, mental and physical disabilities, substance abuse, and treatrments. The purpose of this
interview 15 to inform the judicial officer of your ties to the commumty and to ad in the effort of malang a
more sound deasion with regard to your release.

By sigmng this form, you are mving the Pretrial Representative the right to conduct this interview and to
venfy any information reported dunng such interview. Vou are further adwvised that a copy of your police

record wall be obtained and verified against any information reported by you dunng this interview.

Thiz information will be releazed to the judge, proseoutor, defenze attomey, and to the appropriste agencies
that will enforce the conditions of your release,

This release expires at the conclusion ofthe pretrial investigation,

Signature of Defendant Date
Witnessed by
Pretnial Representative Drate

REFUSED INTERVIEW:

Defendant Name Drate
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Appendix B-Sample Reports and Forms

Forms, continued

Program

Referral Schedule Letter

ToO:

DATE: Friday, July 26, 2002

FROM:

PROGRAM REFERRAL SCHEDULE

A8 you are aware, vou have been ordered by the local courtto attend the following programs:

The followang imtial program schedule has been set up for vou:

on at Location:
ot at Laocatiog:
on at Location:

It1s imaperative that you attend these programs. If you have any questions, feel free to contact me at

Agency Representative

October 2002

Virginia Department of Criminal Justice Services
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Forms, continued

Progress Report

COMMUNITY CORRECTIONS/PRETRIAL SERVICES
TRANSFER CASE MONTHLY PROGRESS REPORT

_ Final Closure Report
CASE TREANSFERRED FROM ON REPORT FOR MONTH July

COFFENDER/DEFENDANT MAME Joszephine Exarple Offender 5N 000-00-0000

ADDEESE 1234 Main Street Richrond, Virsima 11111 FPHOME

EMPLOYER Jacks Snacks TOTAL MONTHLY INCOME § 600.00

PAID THIS MONTH: RESTITUTION § COURT CORTS § FINE:

C.BW. HOURS ARBIGHNED COMPLETED THIZ MOMNTH BALAMNCE
COMMUNITY SERVICE WORKSITE

SUPEREVISION: DATES AMD TYPES OF CONTACTS

MIZEED AFPOINTMENTS

[MACTIVE SUPERVIZION:  FROM TO

REASON INACTIVE

DREUG/ ALCOHOL SCREENS: DATES AND RESULTS

COMMENTS

Agency Representative Date
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Appendix B-Sample Reports and Forms

Forms, continued

Request for Capias/Show Cause Letter

VIOLATION NOTICE

Friday, July 26, 2002

RE:

Youwr Honor:

The above named individual was referred to this agency by Your Honor on . Itis alleged that
_haswviolated the following conditions of superwsion:

The last known address for this 15

It1s respectfully requested that a be 1ssued for wiolation of supervision.

Sincerely,

Agency Representative

October 2002 Virginia Department of Criminal Justice Services B-29
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Forms, continued

Residence and Employment Verification

RESIDENCE AND EMPLOYMENT VERIFICATION

TO:

In accordance wath supervision requirements, Resdence and Emplovment Verification is necessary
within days of your case being opened and once each thereafter,

Appropriate residence verification is:
- & current lease or bill {such as utilities or credit card).
» Verification from someone vath whom you reside.
» Bring this letter wath you to your next appointment.

Appropriate employment verification 1s:
- Your most recent pay check stub.
« Speaking with a work supervisor or co-wotker.
+ On-site wsit by Case Manager.

Flease submit appropnate venfication by o

Agency Representative

Date
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Appendix B-Sample Reports and Forms

Forms, continued
Successful Completion Form

SUCCESSFUL COMPLETION

Friday, July 26, 2002

The above named individual was referred to this agency by Your Honor on . has complied
with the conditions of supervision and completed the following:

Unless advized otherwisze, we have closed our interestin this case.

Sincerely,

Aeency Representative

October 2002 Virginia Department of Criminal Justice Services B-31



PTCC User Guide

Forms, continued

Transfer Request Form

COCA TRANSFER RE QUEST PSi:__

TO: RECEIVING PROGEAM DIFECTOR. FROM BREFERRING PROGEAN DIRECTOR.

& lerandria Criminal Tustice Services Arlington County Coraraunity Correc tiohs Unit

421 King Street Suite 503 Conrt Sguare West1400 1. Uhde Street, Suite 102

Llexandria Virginia 22314 Lrlington Virginia 22201

Feason for Transfer request:

Supervision Reguired to begin on, DATE: LaST CONTACT: TYFE:

{Drate of transfer iz date the case becomes inactive in originating jurisdic ion)

CASE INFORMATION

M ANE: F&CE: SEX: AGE:  DOB: 35M:

Josephine Exarmple Cffender White F 37 061071965 000-00-0000

LDCRESS: CITY: ZIP: PHONE: TC LIVE WITH:

1234 Main Street Richmond 11111

ENPLOTED BY: ADDRESS: PHONE EXT.

[[Facks Smacks 444 Fourth Street, Fours, HE 32345

COURT JURISDICTION: FELON: { ) NOSD: )

CFFENSE(S): NET SENTENCE:

CCOURT DATE: COURTRETURN DATE:

(IF AFPLICABLE).

STATE PROBATION STATUS: DISTRICT # NOME () ACTIVE ()
COURT COSTS: QRIG AWT: AMTDUE: __ PY¥ T SCHEL: -
FIMNES CRIG AWT: AMTDUE: PY¥IT SCHEL: o
SUPERVISICH FEE: CRIG AWT: AMTDUE: PY¥IT SCHEL: o
BESTITUTICH: CRIG AWT: AMTDUE: PYIT SCHED: o
COTHER: QRIG AMT: AMTDUE: _ PYIMT SCHED: o

CONPOHENTS /IOPTIONS Flease Check Special Congide rationsDisabilities L i ita tio nef Ad dictions:

Local Probation Supervision:
Fretrial Supervision:
Corarnity Service:
Horee Incarce ration: REQUIFED ATT&CHNMENTS: Check if attached
Home Electroric Mbnitoring: Intake
Substance Abuse Treatnent: Conditions of Supervision -
Dirug Screens: Release of Information
Special Conditinns: Conrt Orde n'Warrant
CONTACT CASE MANAGER (NAWE): FaX# PHOMNE #:
PROGEANM DIRECTOR or DESIGNEE (SIGHNATURE): DATE:
Transfer recerved f accepled Eygene y Pepre serda tive Date

Coment:
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Appendix B-Sample Reports and Forms

Forms, continued
Treatment Agreement

TREATMENT AGREEMENT

L , agree to enmoll in and
successfully complete
oroup. |
will reman dug and deohol free while in treatrnent. 1 understand that
placement in this group 1z a result of dlicat drug use andfor abuse of
dcohol.

Defendant/Offender

Agency Representative

October 2002 Virginia Department of Criminal Justice Services B-33
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Forms, continued

Violation Notice Letter

Friday, July 26, 2002

Dear

YOUR CASE WILL BE RETURNED TO COURT unless you comply with
the following conditions of your coniract as set forth by the court. If you owe
restitution, fines and court costs money to the program, please make a money order
out to one of the following and mail it to our office at the address listed above.

AMOUNTPAY TO THE FOLLOWING: (MONEY ORDERS ONLY!)
Ceneral District Court
Circuit Court
J & DF Court
Restitution  (Make payment to: 3

To comply wath your conditions of supervision, vou need to do the following:

Perform community service Pay fine and court costs
Fulfill counseling requirement Pay restitution
Provide Residence & Employment Venficahon Other:

You must complete the above requirement(s) by

Sincerely,

Agency Representative
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Appendix B-Sample Reports and Forms

Forms, continued
Voluntary Admission Form

VOLUNTARY ADMISSION

The admission given below was given voluntanly and wathout duress,

I Socid Security # woluntarily admit

to using the substance(s) checked below wathin the last _ days:

Cocaine (including " Crack") Barhiturates
Ianjuana Heroin
Alcohol Fhencyclidine (PCF)
Arnphetamines {including "Ice™) Cther
By Witness:
Defendant’Offender Agency Representative

Date:
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Forms, continued

Work-Site Referral Form

WORK-SITE REFERRAL FORM

To Community Service Work-Site: Date:

Agency: Offender's Name:

Address: Community Service Hours Assigned:
Telephone: Completion Date:

Type of Work

Superwision Prowded By

Drear Colleague:

Flease:

. Log the hours worked on the attached form

. Bign for venficaton wath full name

. Indicate nature of work performed

. Indicate person superviang the work done

. Return this form upon completion of time (without written venfication from you, our offender

will be summoned back to Court to explain hisher failure to comply with the judge's order).
By accepting this placement vou agree to supervise this o ffender's community service and to notify

of any problems that may develop concermng this
offender. Please note thatin order for the commumty service to comply wath the court's order, dll service must be unpaid
and must be given at a rate of an hour for an hour (1.e work credit cannot be given at arate of two hours of credit for one
hour worked for difficult work). Addibonally, we ask that sites only give credit for hours worked doing public service.
Credit cannot be given for tine traveled to and from the site, for attending church services or for doing any personal work
that does not directly benefit the commumnity service ate. If you have any questions about whether something qualifies as
cotmunity service, please feel free to contactthe case manager that 15 assigned to this case.

L I

Although it's optional, we and the refernng court would greatly appreciate hearing your cormments shout this person

andfor the in general. Please include those comments in
the comments section on the atached form. The above offender has been directed to contact your agency for a screening
within seven (7) days or as follows:

Thank vou agan on behalf ofthe offender, , and the court
for your cooperation. Without your assistance community service programs could not function. We tast the o ffender will
perform ameaningful service for vour agency. We expect the offender to be prompt, courteous, cooperative, and to
perform the work assigned. Flease call us if vou experience any prohlems or have any questions.

Sincerely,

Agency Representative

Offender Drate
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Glossary

Glossary

The table below contains words and definitions.

Term Definition
Active Case Any defendant or offender being supervised and provided pre- or post-
trial services in accordance with standard supervision requirements,
and who has not been placed on inactive supervision or been removed
from supervision.
Case A defendant or an offender entered into the Pretrial and Community

Corrections Case Management System established by the Virginia
Department of Criminal Justice Services.

Inactive Case

A case is considered inactive when supervision has been suspended
for any reason. These cases have not yet been closed; however,
supervision days are not counted.

Intake

A process option in the PTCC Setup Module that is used when
gathering information from defendants or offenders for the purpose of
opening a case for active supervision. This includes the compilation of
the required case record information and assessment of defendant or
offender needs through an interview.

Interview/Pending

A process option in the PTCC Setup Module that is used when
interviewing a defendant in preparation for an investigation or to set up
a placement in advance of an intake.

Investigation

A process option in the PTCC Setup Module that allows for a formal
pre- or post-trial procedure that includes preparing a court report
summarizing the results of the intake interview, the defendant’s or
offender’s financial status, social history, community stability, verified
criminal history, and DMV record.

Monitoring
Placement

For pretrial this is a Court approved process of notifying, by phone or
mail, defendants released by the magistrate on summons, promise to
appear, or unsecured bond, of the first and future court appearances.
For post-trial this a service provided to the court that tracks an
offender’s compliance with a court order for performing community
service only or in lieu of fines and costs, which does not require
probation supervision. Offenders in this status are not subject to
standard supervision requirements nor counted as a placement.

New Case

Any defendant or offender entered into PTCC for the first time and no
other information exists on PTCC.

Pending
Placement

A court referral where supervision services by either a Pretrial or
Community Corrections program has not started. For Pretrial
Services, an example could be when a defendant must post bond
before being released to Pretrial Services.

Placement

An action by a judicial officer as a result of a bail determination or by
court order requiring a defendant or an offender to be supervised by
an agency for one or more offenses or charges.

Primary Charge
Classification

The charge that is the most severe, as defined by range of sentence
and offense type.

October 2002
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Glossary, continued

Term

Definition

Reinstatement

A placement that was previously closed unsuccessful that the Court
has referred back (reinstated) to the program for the charges in the
original placement.

Screening The process of determining the number of detained defendants
awaiting initial or subsequent bail hearing available for pretrial
investigation.
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